
 

Cardiff Innovations – Meeting Room Information 
 

Meeting rooms are bookable within the Sbarc I Spark Building for office/lab and desk lease tenants, the details below provide information on each meeting room. 

To book a room and visitor parking, please fill out the Tenant Enquiry Form 

All rooms will be booked under our fair policy rule on a first come first serve basis. 

 

Important information once your booking is made: 

• A representative must be available on the day to meet and greet visitors/delegates to escort to and from the room(s) booked. If the visitors are external to 

Cardiff University, they must be accompanied at all times. 

• You must advise any visitors/delegates of the building protocol prior to arrival. This includes notifying them that they will not be able to access any areas, 

other than the public ones, until they are met by the host. Highlight if any fire tests are scheduled. 

• Please note that all rooms will be set up as Boardroom style. If a different layout is required, it is your responsibility to action this and return the room back to 

the original layout. The only exception is the 6.35 Function Space and 0.47 Event Space. 

• If you need more details on the Hospitality and Catering Services, please email Milk & Sugar: spark@milkandsugarplease.com. Please note that at least 72 

hours' notice is needed. 

• Visitor parking request require 48 hours’ notice. Driver’s name and registration number is required for booking. 

• Please allow time ahead of your event to check the IT facilities work as you need them to.  The IT team based in the building may be available on hand during 

the event if you run into difficulties. If you have any specific IT requirements for your event, please ensure you highlight these when sending through your 

enquiry. 

 

 

 

 

 

 

 

 

 

https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fforms.office.com%2Fr%2FTC0YVc50DQ&data=05%7C01%7Ccardiffinnovations-all-owner%40mailman.cardiff.ac.uk%7Ceef3eaf557fb407a2fb308da7f6a9d85%7Cbdb74b3095684856bdbf06759778fcbc%7C1%7C0%7C637962393116602236%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=1hEnsW%2BU1og2aqQsLBXAQjUboGNLrjIoIAvPSp21w4c%3D&reserved=0
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*Charges will apply to this room.  Details on page 8. 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
*Charges will apply to this room.  Details on page 8. 
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Cardiff Innovations - Event & Function Room Charges and Information 

Event Space | Function Space | Board Room 
 

 

Cardiff Innovation tenants have access to a range of meeting rooms throughout the sbarc|spark building which are included in their tenancy.  Sbarc|spark has three 

additional spaces which are available to hire at an extra cost. 
 

 

Ground Floor Event Space (Room 0.47) 
Capacity: 90 lecture style, 42 cabaret style, 24 meeting room/board room style. 

 

Cost per morning/afternoon/evening Cost per full day 

(Morn/afternoon) 

Tenant 50% discount applied 

 

£352 +VAT £704 +VAT £176 + VAT – part day 

 

£352 +VAT – full day 

 

 

 

Function Space (Room 06.35) 
Capacity: 35 lecture style, 30 cabaret style and 24 meeting room/board room style.  
 

Cost per morning/afternoon/evening Cost per full day 

(Morn/afternoon) 

Tenant 50% discount applied 

 

£117.50 +VAT £235 +VAT £58.75 +VAT – part day 

 

£117.50 +VAT – full day 

 
 

Board Room (Room 06.38)   
Capacity: 10-12 and can only be laid out in boardroom style. 

 

Cost per morning/afternoon/evening Cost per full day 

(Morn/afternoon) 

Tenant 50% discount applied 

 

£86 +VAT 

 

£172 +VAT £43 +VAT - part day 

 

£86 +VAT – full day 

 
 



Function Space (Room 06.35) & Board Room (Room 06.38)  
Capacity: 42 cabaret style and 28 board room style. 

 

Cost per morning/afternoon/evening Cost per full day 

(Morn/afternoon) 

Tenant 50% discount applied 

 

£203.5 +VAT 

 

£406.50 +VAT £101.75 +VAT - part day 

 

£203.50 +VAT – full day 

 

 

Annual Offer: 

 

Office/Lab Tenants  

Get 1 full day or equivalent per annum using hirable spaces free-of-charge 

And then 50% discount thereafter   

  

Dedicated desk tenants   

Get 0.5 days one off 

And 50% discount thereafter    

 

Booking: If you would like to book any of the chargeable rooms, please fill out the Tenant Enquiry Form so the team can check availability: 

In the additional comments section, please ensure to include: 

• Event Title: 

• Event details: 

• Is catering required: 

• Room layout requirements: 

Once your booking has been accepted, you will be notified. Should you have any specific requirements in relation to room layout, you will be connected with the 

building support team to organise further. 

 

Room Layout  

The building support team can be booked to assist with event / room set up.  There are a range of ways you can use the spaces. It’s preferable to give minimum of 2 

weeks’ notice of your requirements so they can schedule in the support for you. 
 
Conferences Services 
If you require support producing event leaflets, badges, lanyards, and participant packs/bags, this can be organised directly through the conference and events team 

who will provide a cost and manage. Please email conference@cardiff.ac.uk 
 

 

https://eur03.safelinks.protection.outlook.com/?url=https%3A%2F%2Fforms.office.com%2Fr%2FTC0YVc50DQ&data=05%7C01%7Ccardiffinnovations-all-owner%40mailman.cardiff.ac.uk%7Ceef3eaf557fb407a2fb308da7f6a9d85%7Cbdb74b3095684856bdbf06759778fcbc%7C1%7C0%7C637962393116602236%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C3000%7C%7C%7C&sdata=1hEnsW%2BU1og2aqQsLBXAQjUboGNLrjIoIAvPSp21w4c%3D&reserved=0
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Out of hours requests  

The ‘Out of Hours’ rate to keep the building open is £21.06* per hour + VAT. Out of hours refers to timings outside normal business as usual opening hours (08:00 – 

18:00 Mon – Fri, except for public holidays).   Out of hours requests will be considered depending on available resource to secure the building.  Availability of the out 

of hours security resource will need to be checked before booking can be confirmed. 

  
*This cost is subject in increase depending on what team is available to provide the out of hours security service.  
 

IT support  

Please allow time ahead of your event to check the IT facilities work as you need them to.  The IT team based in the building may be available on hand during the 

event if you run into difficulties. If you have any specific IT requirements for your event, please ensure you highlight these when sending through your enquiry. 

 

If you require technical support throughout the duration of your event, such as an AV Technician, there will be an additional charge for this, and this can be organised 

through conference@cardiff.ac.uk. 

 

Catering  

Catering for the sbarc I spark building is provided by Milk and Sugar.  If you have catering requirements for your booking, please email 

spark@milkandsugarplease.com. Please note that at least 72 hours' notice is needed. 
 

 

Other Information 

 

Payment 

Your invoice will be issued by the conference service team. This will include the cost to hire the space, and any agreed charges for additional services. 

 
Visitors 

A representative must be available on the day to meet and greet visitors/delegates to escort to and from the room(s) booked. If the visitors are external to Cardiff 

University, they must be accompanied at all times. 

 

You must advise any visitors/delegates of the building protocol prior to arrival. This includes notifying them that they will not be able to access any areas, other than 

the public ones, until they are met by the host. Highlight if any fire tests are scheduled. 

 

Visitor Parking 

The University encourages active travel but if your visitors may require car parking (up to 5 spaces), please request this via the Tenant Enquiry Form. (48hours notice 

is required). 

 

If you have any questions or would like to discuss the plans for your event, please contact your Cardiff Innovations support team. 

sbarcinnovations@cardiff.ac.uk 
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