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2.0 Purpose

The purpose of this document is to set forth the policies and procedures regarding classroom scheduling with the CollegeNet platform, facilitated by the Office of the Provost.

3.0
Policy Statement 

The Flagstaff campus strives to manage its classrooms/labs with a high degree of efficiency in keeping with the needs of its educational mission.  Allocation of space is based on the criteria and procedures detailed in section E below.  

This policy conforms to the NAU Fiscal Policy for Use of Facilities and Equipment by Outside Parties or for Private Gain, which includes detailed criteria for use of space, fee-for-service charges, and other requirements for entities that are not part of NAU.
4.0
Applicability

NAU Flagstaff Campus, staff, faculty, the general public.
5.0
Responsibilities
Academic Affairs is responsible for maintaining accurate schedules for classrooms/labs and responding to requests in a timely manner.
The Finance and Administration Office is responsible for maintaining an accurate inventory of spaces. 

The unit responsible for scheduling the shared spaces must keep accurate and up-to-date information on the use of that space on the shared scheduling system.

The provost is responsible for management of academic space.  The president is ultimately responsible for all campus spaces.  If there are any disagreements over the use of space, the president is the final authority for decision making, with review and recommendations from the Provost and Space Management Division.
6.0
Definitions

Academic Affairs – The Office of the Provost and designated employees within the Division of Academic Affairs.

Campus- The Flagstaff campus. 

Classroom/Lab- A room designed and reserved primarily, but not solely, for teaching activities for credit courses. 

Exempt Spaces- Rooms designated for the use of a defined set of users, not available to others, located in areas generally not accessible and/or their purpose would be compromised by scheduling other uses.  Examples include uniquely equipped rooms and rooms accessible only during limited hours, or rooms equipped with specialized equipment funded by course fees that are not suitable for other purposes.  Specific schools and departments will retain jurisdiction and scheduling of such space.  Exempt Spaces  will not appear on the list of available rooms or will be marked as unavailable.  Spaces will be designated Exempt Spaces by the Provost upon application by the managing unit.

External Entity-  Any private or public organization that is not part of Northern Arizona University. 

Restricted Spaces – Rooms which will appear on the list of available rooms but for which departments or schools will retain jurisdiction and scheduling control.  These rooms are available for reservation but with restrictions (fees and/or rules, for example) which create the need for the managing unit to control scheduling and retain veto power over a proposed use.  Spaces will be designated Restricted Spaces by the Provost upon application by the managing unit.
7.0
Policy, Procedure and Operational Details

Academic Affairs will make every effort to manage space in conformance with this policy statement to efficiently balance the needs of multiple constituents with the limited space available on Campus.  These procedures below will be in effect when conflict arises over classroom/lab space utilization.  It may not be possible to approve all requests, and the following guidelines and procedures are designed to govern conflicting requests, while seeking greatest benefit, for the campus as a whole.
1. Principles for Scheduling Classrooms/Lab - As a general guideline, intended use of a space will be the first consideration in determining what room gets assigned.  The main principles are as follows:
· Class size and room capacity
· Proximity to academic unit and faculty

· Unique technology, or

· Other characteristics of particular space.

Classroom/Lab Space scheduling follows the schedule listed below:
· Courses eligible to be placed in rooms designated as “Exempt” or “Restricted” will be pre-assigned to classrooms prior to Phase I. Exempt Spaces and Restricted Spaces are under the sole control of the manager of that space.  Reservations of those spaces are discretionary.

· Courses must have enrollment capacity set to at least 75% of classroom capacity.

· From Phase I through Phase III of the Course Scheduling Process, spaces may only be reserved by the manager for courses and labs.

· Because of the lack of spaces for courses with expected enrollment of over 100 students, these courses may be scheduled during this phase by contacting the manager of the space.

· Department meetings for those departments needing classrooms for their meetings may be scheduled during this phase.

· Rehearsal times, open labs (and space for other similar curricular-required activities) may be scheduled during this phase.

· At the beginning of Phase II academic units that do not manage classrooms spaces (e.g., University Honors Program, University College) may reserve open classrooms.
· At the beginning of Phase IV of the Course Scheduling Process, spaces may be reserved by the manager of the space for academic-related activities for a period of two weeks.  “Academic-related activities” include supplemental instruction, academic student organizations, colloquia, student success initiatives and other similar uses directly tied to the academics of the unit.
· After the two week time period, requests from any college, department, or external entities will be scheduled on a first-come, first-served basis.  The following priority list (from greatest priority to lowest priority) will be a general guide for conflict resolution.
· Classes and labs.
· Non-class/lab academic uses (i.e. supplemental instruction, tutoring, etc.).
· Academic-related extracurricular activities (student organizations with an academic purpose).
· Non-academic uses that serve the university’s mission.
· Managers will comply with all local, state and federal laws in evaluating reservation requests.
· Conflicts should be resolved where possible between departments and through the Dean’s office of the space in dispute.

Efforts will be made to provide consistency of assigned spaces for ongoing classes whenever possible.
2. Other policies regarding scheduling of classroom/lab spaces are described below:

a. Access to rooms:  The person/department requesting a room is responsible for making arrangements to access buildings and rooms before or after normal operating hours.  If an event occurs during non-business hours, the person/department hosting the event must arrange access for participants.  The Building Manager is the point of contact for access.  The requestor is responsible for any charges related to access or special security requirements.
b. Contracts and Insurance: Any event involving an external entity may require additional insurance and contracting through NAU Purchasing Services (928-523-6091).
c. Parking:  The requestor is responsible for contacting Parking and Shuttle Services in advance of any event to ensure necessary parking arrangements have been made.
d. Ticketing: Any event for which admission is charged must follow comptroller policy CMP:306, which requires contracting and management by the NAU Central Ticketing Office (928-523-5661).
e. Food and Catering:  Northern Arizona University Campus Dining has an exclusive contract for food service on the Flagstaff campus.  Planners of events held on campus where food will be served must contract with NAU Campus Dining to provide the food.  Events include, but are not limited to:  catered events, residence hall activities, club activities, brunches, buffets, refreshment breaks, conferences etc.  Food waiver applications may be obtained from NAU Dining website.  If granted a food waiver delivery and clean up become the responsibility of the requestor not the building management or Academic Affairs.

3. Reporting on Space Utilization

The Office of Planning and Institutional Research will report appropriate data as requested by the ABOR or others.

4. Policy Review and Revision

This policy will be reviewed and modified, as necessary, each summer.
4

