

1. There are two Level 3 Meeting Rooms – Room 333 which holds up to 8 people and Room 319 which holds up to 20 people.
2. Go to the ‘Calendar’ section of your Outlook email and open ‘Sarah Ford’s’ calendar. If you cannot open Sarah’s calendar under ‘Add a Calendar’, please ring or email Sarah and she’ll put you on the list 
3. From the Calendar, find the day on which you would like to use the meeting room and check whether it is in use at the time required. If the room is ‘free’ please enter an appointment for the time required noting your name and the names of any guests. In the ‘Location’ field, enter the room number you would like to book – the small meeting room is 333 and the large meeting room is 319.

4. If you need any other equipment, for example the polycom teleconference machine or the data projector please enter this as the first part of the subject field, eg Data Projector booked  Mark Harris workshop.
5. If you are a Liverpool or Fairfield -based staff member you can access Sarah’s Calendar via email over the internet or you can call or e-mail Sarah Ford to book a room.

NOTE: it is essential to book a room and equipment if required as there is often competition for rooms and equipment.
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