Cosumnes River College - Standard Operating Procedure
Scheduling Campus Facilities (revised 12/2/2015)
Objective:  Provide an effective and efficient process for scheduling rooms, maximizing space utilization (i.e., match class size with room capacity) and eliminating 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) are those used primarily for instruction.  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 Gina de la Torre, who records the use on the Facilities Master Calendar.  
2. Non-Instructional Facilities (NIFs) are those used primarily for non-instructional purposes such as the Garden Room (M-F 7am – 12pm, all day Friday’s), Orchard Room and Winn Center Community Room. Except for the rooms in #4 below, NIFs are always scheduled by Gina de la Torre by completing a Facility Request Form (see below).  The use of this form is required to ensure accuracy and efficiency and prevent room conflicts.  Requests may be submitted for use of NIFs at any time; however, if NIFs are unavailable, the request can not be filled until after the 2nd week of class.
3. To expedite the processing of your request, find available rooms for the date/time needed before completing the Facility Request Form by following the steps below in PeopleSoft Student Administration and checking the Facilities Master Calendar, which should contain all facility use not recorded in PeopleSoft.
· Navigate to Manage Student Records > Establish Courses > Inquire > Search for a Facility
· Input or Select CRC as the College and click on Search

· Input the Start/End Dates, Start/End Times and Day(s) of the week for the class/event then click on Fetch Facilities.  To limit the search, you can add additional criteria for building, room capacity or facility type (e.g., lecture).

· Select the room(s) preferred from the results of the inquiry
After checking the Facilities Master Calendar, list 2-3 available rooms in preference order on the Facility Request Form.
4. The following facilities, with maximum capacity, are scheduled by directly contacting the individual(s) indicated below: 

· President’s Conf. Rm. College Center (15) or President’s Conf. Rm Winn Center 2nd Fl. (10) – Cathy Deutscher
· Counseling Conference Room (15) – Salena Martinez
· Southeast Office Complex Conference Room (16) – 1st call Claudia Leal, 2nd call Jennifer Panag
· Bookstore Conference Room (16) or OPS Conference Room (8) – Gina de la Torre
· CASSL (12) – Frances Anderson
· Winn Center 1st Floor Conference Room (10) –Lynn Hurtado
· Recital Hall (299) & River Stage Theatre (140) – Bonnie Green (Once approved/scheduled), Bonnie will forward request form to Gina de la Torre to include in the Facilities Master Calendar.

5. To schedule through administrative services, please keep the following in mind:
· To allow time to process the request and include on the weekly Facilities Use Calendar and allow some flexibility in accommodating requests, e-mail requests at least 10 days in advance with 2-3 available rooms (see #3 above) listed by order of preference whenever possible.
· 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 is needed, contact media services at 7371.
· If special set-ups are required, submit a work order to the custodial dept at least 5 days prior to the event.
· If the event is cancelled, please notify Gina de la Torre as soon as possible.
· Confirmations of facility reservations will be e-mailed to sender.
FACILITY REQUEST FORM (to be completed by Requestor)
Requestor Name:

Requestor Phone no:

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: 
