College of Fine Arts Computer Lab Reservation Policy


1) Purpose and Scope:

This policy applies in those cases when a professor would like to schedule a time to use the College Lab to support course related activities.  The purpose of this document is to define a consistent practice for the reservation and use of the College Lab.

2) Procedure:

All Long-Term Reservation requests must be made through the Chair of the Department on behalf of the professor who wants the reservation.

All decisions regarding Long-Term Reservations will be finalized prior to the last 2 weeks of each semester (including the last 2 weeks of the full summer semester) in preparation for the following semester.  The summer semester is considered one semester no matter when the course begins.

· Long-Term Reservation for the fall semester- request made prior to the last 2 weeks of the preceding summer semester.

· Long-Term Reservation for the spring semester- request made prior to the last 2 weeks of the preceding fall semester.

· Long-Term Reservation for the summer semester- request made prior to the last 2 weeks of the preceding spring semester

It is the responsibility of the individual faculty to make all Occasional Reservation requests a minimum of 3 days prior to the requested dates.

All requests must come in the form of an email to the College Technology Manager or by using the College Help Desk.  No reservation will be honored unless a Confirmation Notification has been issued.

All reservations are made with the understanding that the requestor will be present in the lab for the duration of the reservation and a lab assistant will not be assigned during the reservation.

3) Responsibility:

1. It is the responsibility of the CTM to review the request and determine if:


a.   The Lab is available at the time of the request.

b. A Confirmation Notification if needed.

c. An alternative time can be coordinated with the requestor if a conflict in availability is present and to inform all involved parties of any changes in the request or out-come.

2. It is the responsibility of the requestor to:

a.   Be present in the Lab at all times during the reserved time.

b. To notify the Technology Staff if any Technical Problems occur

during the lab session.  If the Lab session is after regular working hours, the requestor is to notify the Technology Manager by email or through the online helpdesk.  If the network is down and an online help request can’t be sent a Helpdesk bin is mounted on the Technology Managers door and a help request can be submitted there as well.

c. To notify the Technology Manager in a timely manner if the

 reservation has to be broken.

d. To be familiar with equipment and how to use the resources available

       in the lab.

4) Definitions:

Occasional Reservations: Reservations for use of the lab that do not exceed three sessions in a two-week period and does not exceed a total of 4 weeks.

Long-Term Reservations: Reservations that exceed Occasional Reservations, when the Lab is listed by the Scheduling Center as the classroom for a course, or when the lab is being substituted for an assigned classroom.

Confirmation Notification: An Email confirming the reservation of the College Lab sent by the Technology Manager.
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