M-E-M-O-R-A-N-D-U-M

TO:                  TO ALL VCAP INSTRUCTORS
FROM:             Roana Thornock, VCAP Director
SUBJECT:       CAMPUS CENTER DEPARTMENT AND ALL OTHER BUILDINGS THAT VCAP MEETINGS - SECURITY AND MAINTENANCE PROCEDURES

The following procedures apply to any “User” [instructor, department, or individual] of a classroom.  The objective is to keep the building safe and secure for personnel, equipment, supplies and to maintain a clean and healthy work environment.  
1. When assigned in the Campus Center, use of the building is restricted to the assigned classroom, on the confirmed days/times between the confirmed start and end times as approved by the Office of Academic Affairs.
· Instructors are not to re-assign classroom use to another individual or group.

2. There is NO eating in the classrooms, but non-breakable plastic container drinks are allowed.  Keeping food out of the classroom provides the following benefits:

· Aids in maintaining the quality of the classroom

· Prevents damage to computers and other equipment

· Deters the proliferation of ants, roaches, rats, and other pests

· Enables others to use classrooms without the inconvenience of lingering food odors

3. Users of the building are responsible for clean-up after classroom use.  Instructors are encouraged to address clean-up by students in course syllabus and ensure that the procedure is followed. User is to leave the room in a clean condition free from papers, drink containers and other debris. This is not the responsibility of the building custodian.

4. Chairs and tables are to remain in the classroom.  

5. The instructor will use the classroom, including its audio visual equipment, AV box, etc., 
in a responsible manner.

6. Users will vacate the classroom in a timely manner to enable the subsequent class to begin on time.

7. A key is issued to all Instructors who are assigned to the ESDTB. The key will open your assigned classroom and faculty restroom [male or female].

8. Classrooms are to be kept secure [locked] at all times when not in use. This equates to vigilance in locking classrooms after every use, unless the subsequent instructor is present [face to face].  Do not leave doors propped open.
This is mandatory for security purposes.
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