E5000.4

                                                                                                                                                                                

5.  
Room Changes:  From time to time room changes are necessary.  If you are located in a room that is not appropriate for the type of instruction you conduct, please follow the appropriate procedures.


During the schedule building process, classroom assignments are requested/reserved through the Scheduling Specialist, ext. 4340, and are confirmed in the Datatel/Colleague system.  Classroom availability, inquiries and ad-hoc reservations are accepted after the schedule has been printed.  Ad-hoc room inquires and requests should be sent via e-mail to the Administrative Assistant in the Instruction Office, ext. 4614.


For Summer (Dates in Room Book cover last week of May through first week of August)


For Fall (Dates in Room Book cover second week of August through December)


For Spring (Dates in Room Book cover January through third week of May)


The CTC (Computer Technology Center) and Gymnasium are exempt from this process.  

To reserve a room in the CTC, contact the Computer Aided Instruction Lab Coordinator at ext. 4291.  

To reserve a room in the Gymnasium, contact the Physical Education Administrative Secretary at ext. 4257.

6.
Guest Speakers:  Guest speakers may be invited to address your class upon approval by the division office.  Secure approval forms from the division office at least a week in advance.  Guest speakers receive no financial remuneration from Contra Costa College, unless the department wishes to pay from its own funds, and has submitted the appropriate paperwork in a timely manner for governing board approval.  (Call your division secretary or the President's Office for information on how to do this.)  A visitor's parking pass may be secured from the campus police office.  Contact the division office to make arrangements for a visitor parking pass at least one week prior to your anticipated guest lecturer coming to the college.

C.
CLASS-RELATED ACTIVITIES

1. 
Field Trips:  Instructors may wish to schedule field trips to enhance the instructional experience.  Students are responsible for arranging their own transportation to and from the field trip site.  Instructors must notify the division office of their plans by filing a "Field Trip" form with the division office prior to the excursion.  This procedure allows the division office or evening supervisors to respond to students who may not know the field trip site from a previous class meeting, or to locate the instructors and/or students in case of an emergency.  Field trip forms are available from the division office, and should be submitted no later than one full week prior to the field trip.  Governing board approval is required in advance for all out-of-state field trips; contact your division secretary or the President's Office for information regarding deadlines for submission of your request.

2.
Library:  Please check the current semester's course schedule for library hours, as they are subject to change.
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