Cosumnes River College - Standard Operating Procedure
Scheduling Campus Facilities (revised 12/6/2023)
Objective:  Provide an effective and efficient process for scheduling rooms, maximizing space utilization, and eliminate room conflicts.  Requests are considered in the order received but may be changed in order to maximize utilization or accommodate higher priority activities. (e.g., changing an event’s date/time/location to accommodate a regularly scheduled class.)
1. Instructional Facilities (IFs): Locations used primarily for instruction (classrooms and labs).  Through the 2nd week of classes, IFs are scheduled for use through the appropriate dean’s office (i.e., science classrooms are scheduled through science dean).  If IFs are scheduled for non-instructional use during this time, the use must be confirmed via e-mail to the requestor with a cc to MollyAnna Robinson, who records the use on the Facilities Master Calendar.  After the 2nd week of classes, IFs are scheduled by MollyAnna Robinson. Send her a completed Facility Request Form (see below). MollyAnnna Robinson will send an e-mail response back to the sender to confirm if the room is available.  
2. Non-Instructional Facilities (NIFs): Locations used primarily for non-instructional purposes such as WIN-150 Community Room, Building Lobbies, and Outdoor Areas.  Except for the rooms in #3 below, NIFs are always scheduled by MollyAnna Robinson. Send her a completed Facility Request Form (see below).  Requests may be submitted for the use of NIFs at any time; however, the request may not be filled until after the 2nd week of class.
3. Conference Rooms: Scheduled by directly emailing the individual(s) indicated below: 

· L-317 Video Conference Room (14) – Robin Montanez
· LRC-125 Conference Room (20) – Andrea Dean
· PE-108 Conference Room (8) – Natalie (Tali) Lopez
· SOC-156 Conference Room (16) – Estella Valencia-Tinoco or See Vang
· WIN-111A Conference Room (8) – Ian Low, Stan Marsant or Denise Fox-Sailor

· WIN-215U Conference Room (8) – Ian Low, Stan Marsant or Denise Fox-Sailor
· College Center Room 179 (10) – Renee Perez
· College Center Room 250 (16)– Renee Perez
· College Center Room 259 (28) – Lynn Hurtado or Rachel Larsen
· Recital Hall (299) & River Stage Theatre (140) – Linda Stack (Once approved/scheduled, AME will forward request form to MollyAnna Robinson to include in the Facilities Master Calendar.)
4. Scheduling Rooms: Requested through MollyAnna Robinson in Administrative Services:
· At least 10 days in advance, submit e-mail request(s) with 2-3 rooms listed by order of preference to allow time to process the request, include on the weekly Facilities Master Calendar and allow some flexibility in accommodating requests. 
· Requests should only be made once the dates and times are determined for a semester.  Changes will only be made to improve utilization, accommodate a higher priority use, or under exceptional circumstances.
· Only requests e-mailed on the required form will be considered.
· If media equipment or media training is needed, submit a request via Service Central Portal, https://losrios.edu/service-central/service-central/service-central/service-central.
· If special set-ups are required, submit a work order via Maintenace Connection for the custodial dept at least 5 days prior to the event.
· If the event is canceled, please notify MollyAnna Robinson as soon as possible.
· Confirmations of facility reservations will be e-mailed to the sender.
       HyFlex Locations: 
· Classrooms: BS-120, BS-129, BS-145A, BS-153, CDC-126, LRC-106, LRC-222 and WIN-103.
· Conference Rooms: CC-179, CC-250, CC-259, CC-262, EGA-102, LRC-125, SOC-156, WIN-111A and WIN-215U.
· More information: https://employees.crc.losrios.edu/media-services/media-services
FACILITY REQUEST FORM (to be completed by Requestor)
Requestor Name & Contact Number:

Date of Event:    
Time Period:

Name of Event: 
Room(s) Preferred:

Number of Attendees: 
FACILITIES REQUEST CONFIRMATION (to be completed by Administrative Services)

Request Approved: 

Room(s) Assigned: 
Comments: 
