
  

506 TB ROOM REGULATIONS   JANUARY 2014 

Reservation Regulations for 506 Tory Building 
LEARNING AND PROFESSIONAL DEVELOPMENT TRAINING ROOM 
 
 
Room Capacity 
The room capacity is approximately 20 people.  
 
Equipment 
506 TB is equipped with the following: 

 Rectangular tables (9) 

 Chairs (23) 

 Screen 

 Ceiling Mounted Projector 

 Laptop 

 Magnetic Boards  

 White Boards (4) 

 Flip chart easels (2) 

 Water Cooler 

 Phone (x2278)  

 Cleaning supplies: broom, all-purpose cleaner, paper towel  
 

*Instructions to login to the computer and use the projector are posted on the computer console.  
 
Reservation Priority 
Reservation priority is given to the Office of Quality Initiatives and Human Resources. Other Carleton 
academic and administrative units may reserve 506 TB with the approval of the Learning Coordinator, 
OQI.  
 
All units must be aware that there is a small risk that confirmed reservations may need to be cancelled 
for events considered a high priority for the University and for which no other suitable location exists on 
campus. OQI is not responsible for any financial losses incurred by units which have lost their 
reservations due to such circumstances.  
 
Who May Make a Reservation? 
Professional services staff or faculty members at Carleton can request a reservation by submitting a 
request through the Enterprise booking system. Requests cannot be made by students or parties outside 
the university. The professional staff or faculty sponsor must be present at the event being held.  
 
Types of Events to be Held in 506 TB 
506 TB may be booked for training purposes primarily. Subsequently, individual events, meetings, 
seminars, or events which relate to the professional or academic life at Carleton University may be held 
in the room.  
 
Reservation Times 

 Full day and multiple day bookings are discouraged, and may not be accepted.  

 For reasons of security, the room is not available on weekends.  

 506 TB must be booked for the entire time required which includes setup time.  
 
Making a Request 
The Enterprise portal must be used to request a reservation. Once reviewed, communication of the 
reservation will occur via the portal. Please request the room 72 hours in advance, and allow 24 hours 
for a response.  
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Default Room Set Up  
The default room set-up is posted in the room. It is expected that the room will be left in this set-up at 
the end of every event or meeting. Failure to comply with these requirements will result in loss of 
privileges. Please place any garbage in the trash, and ensure that the tables are left clean.  A broom, all-
purpose cleaner and paper towels can be found in the supply closet.  
 
Keys to 506 TB 
The keys to 506 TB are available from the following people: 

 Rebecca Bowie, OQI, 1312 DT (x5056) 

 Aliesha Hosein, President’s Office, 503 TB (x3801) 

 Louise Gardner, HR, 507 RO (x8627) (HR staff only)  
 
You will be given the keys for the duration of your event. You will only be given the keys if you are 
confirmed in the room calendar. Please return the keys as soon as your event is over, and ensure that 
the door is locked.  
 
Food and Drink 
Food and drinks are allowed in the room.  
 
Cleanup of 506 TB 
The requestor of the room takes full responsibility for seeing that the room is returned to the pre-event 
state; particularly, the cleaning of tables, whiteboards and other facilities. Users are responsible for 
ensuring that all equipment and lights have been turned off and that the door is locked.  
 
Damage 
Please report any damages to the Learning Coordinator. Users are responsible for any damage caused to 
the room, including furniture.  
 
Reservation Changes or Cancellation 
If you no longer require the use of 506 TB or wish to request changes to your reservation, please notify 
Rebecca Bowie at rebecca.bowie@carleton.ca or 613-520-2600 x 5056. 
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