
S O … Y OU  W A N T  T O C HA N GE Y OU R C LA S S ROOM … 

 

C la s s r o o m s  a r e  s c he d ule d  m o nt hs  in a d v a nc e  b y  De p a r t m e nt  C ha ir s  
t hr o ug h t he  S c he d uling  Of f ic e .  A l t ho ug h e v e r y  e f fo r t  is  m a d e  t o  
s e c ur e  t he  b e s t  p o s s ib le  a v a ila b le  c la s s r o o m ,  o c c a s io na l ly  t he r e  
m a y  b e  a  r e a s o n t o  m o v e  a  s c he d ule d  c la s s .  B e lo w  is  a  c he c k l is t  t o  
he lp  y o u if  y o u ne e d  t o  m o v e  y o ur  c la s s .  

 

 Co nta c t  y o ur De pa rtme nt  Cha ir – pre fe ra bly  v ia  e ma il  -  
a nd re que s t  a  ro o m c ha ng e  a nd the  re a s o n fo r the  
c ha ng e .  T he  re a s o n is  impo rta nt  in  the  future  
a s s ig nme nt  o f  ro o ms ,  o r to  do c ume nt  e quipme nt  ne e ds  
o r fa i lure s .  

 If  the  c ha ng e  is  a ppro v e d,  the  Cha ir w il l  fo rw a rd the  
re que s t  to  the  S c he duling  Of f ic e  … 
ja na da s c ha ube rt@ ja lc . e du  

 If  a  ro o m is  a v a ila ble ,  i t  w il l  be  he ld  te nta t iv e ly ,  
pe nding  the  re c e ipt  o f  the  o f f ic ia l  ‘c ha ng e ’ pa pe rw o rk.  

 T he  De pa rtme nt  Cha ir w il l  init ia te  the  ‘c ha ng e ’ 
pa pe rw o rk a nd fo rw a rd to  De bbie  Ric his o n fo r Ape c s .  

 If  the  c ha ng e  o c c urs  a f te r re g is tra t io n be g ins ,  a  “Ro o m 
Cha ng e ” s ig n w il l  be  po s te d by  S c he duling .  

 Ins truc to rs  s ho uld  ma ke  e v e ry  e f fo rt  to  c o nta c t  
s tude nts  v ia  e ma il  o r in  w rit ing  in  a dv a nc e  to  info rm 
the m o f  the  ro o m c ha ng e .  



 

P le as e  r e m e m b e r  … it  is  im p o r t ant  t o  a lw ay s  s c he d ule  any  r o o m  b e fo r e  us ing  – 
e v e n if  t he  r o o m  ap p e ar s  t o  b e  e m p t y .  Ma int e nanc e  and  IT  w o r k  f r o m  t he  

s c he d uling  c a le nd ar !!! 

  T hank  y o u!!!   


