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Booking request 
received

Request submitted 
for booking of room

No

Booking confirmation
sent from system

Booking cancellation
 email sent

Yes

Booking reviewed 
by Video 

Conferencing Team

Booking reviewed 
by JCU TT Team Yes Is the location 

available?

Has the 
timetable been 

published?
Yes Is the booking 

for teaching?

Yes

No
Is it in a location 

with Video 
Conferencing

No

No

Contact booking 
officer to discuss a 
suitable alternative

Yes

Is the location 
available?

No

Yes

Booking cancellation sent from
system

No

Location 
bookable all year 
without request 

for approval

NB: Student Association adhere 
to same decision making via 

email.
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