Course, Room & Equipment Preferences for Course Scheduling

(ONE FORM PER COURSE)

Semester/ Year 


Faculty Member:


Course Number & Title




Please return form to 


 Due Date 


.

Please Note:  Course scheduling requests are being submitted to the University’s Room and Course Scheduling Office eight months in advance of the start of the classes for the course semester in order to accommodate all requests and student registration.  Failure to return this completed form (both sides) may jeopardize your chances for getting the classroom you desire.

Lecture Information  (Course meet times are listed on the reverse side of this form.)
Meet Day(s):  


Start Time:


End Time:


Maximum 
Student Enrollment for Course
  
      Room Capacity 



For 400/500 level courses:  Undergraduate Enrollment


Graduate Enrollment


Course Location:  Building and Room Preference (view rooms on the web @ http://uits.arizona.edu/content/cts-classroom-information/)
	
	Building
	Room
	
	Offer Undergraduate Course for Honor’s Credit?

	Lecture
	
	
	
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No
	

	1st Choice
	
	
	
	

	2nd Choice
	
	
	
	 FORMCHECKBOX 
 This course can have a Pass/Fail Option.  

	3rd Choice
	
	
	
	Do you want to offer course with Pass/Fail option?

	
	
	
	
	 FORMCHECKBOX 

	Yes
	 FORMCHECKBOX 

	No
	

	Discussion
	
	
	
	

	1st Choice
	
	
	
	 FORMCHECKBOX 
 This is a variable unit course.

	2nd Choice
	
	
	
	
	Minimum enrolled units allowed.

	3rd Choice
	
	
	
	
	Maximum enrolled units allowed


Room and Course Scheduling will attempt to accommodate all requests, although there is no guarantee that all requests can be met. 

 FORMCHECKBOX 
   Discussion  /    FORMCHECKBOX 
  Laboratory  /     FORMCHECKBOX 
  Discussion AND Laboratory Section(s)
Number of Sections:


Number of Students per section:



	Type
	Section
	Day
	Time
	
	Type
	Section
	Day
	Time

	Disc/Lab
	
	
	
	
	Disc/Lab
	
	
	

	Disc/Lab
	
	
	
	
	Disc/Lab
	
	
	

	Disc/Lab
	
	
	
	
	Disc/Lab
	
	
	

	Disc/Lab
	
	
	
	
	Disc/Lab
	
	
	


Instructor/Section Comment (Instructor/section comment to be printed in schedule of classes)

Instructor Signature:




Date: 




Please complete the reverse side of this form for Equipment and Room Features.

	
	I will be teaching a course just before or right after this course and would like a room in the same building or one near by. 

	
	Course
	
	Time:
	
	


	
	I would like to receive training on the following equipment:   
	


Please indicate your need for Equipment and Room Features.
 (Equipment Priority Code:  1-2=Low, 3-4=Medium Low, 5-6=Medium, 7-8=Medium High, 9=High)

	Course Meet Dates/Times and Units
	
	Equipment and Room Preferences

	Days
	Start Time
	Stop Time
	Units
	
	Lecture Priority Code *
	Discussion Priority Code *
	Equipment

Code
	Room Feature
	Comments

	MWF
	0800AM
	0850AM
	3
	
	
	
	21
	Movable tablet arm chairs
	

	MWF
	0900am
	0950am
	3
	
	
	
	20
	Movable tables and chairs
	

	MWF
	1000am
	1050am
	3
	
	
	
	13
	Fixed tables with movable chairs
	

	MWF
	1100am
	1150am
	3
	
	
	
	14
	Fixed tablet arm chairs
	

	MWF
	1200pm
	1250pm
	3
	
	
	
	12
	Fixed tables and chairs
	

	MWF
	0100pm
	0150Pm
	3
	
	
	
	04
	Auditorium style (lecture hall) 
	

	MWF
	0200pm
	0250pm
	3
	
	
	
	28
	Tiered seating
	

	MWF
	0300pm
	0350pm
	3
	
	
	
	26
	Seminar room
	

	TR
	0800AM
	0915AM
	3
	
	
	
	27
	Stage 
	Only Mod. Lang. 350, Soc. Sci. 100, & Education 211 have stages.

	TR
	0930am
	1045am
	3
	
	
	
	02
	Assisted listening system.
	For hearing impaired students.

	TR
	1100am
	1215pm
	3
	
	
	
	24
	Projection booth
	

	TR
	1230pm
	0145pm
	3
	
	
	
	25
	Public address system
	

	TR
	0200pm
	0315pM
	3
	
	
	
	06
	Cassette player
	

	TR
	0330pm
	0445pM
	3
	
	
	
	07
	Compact disk player (CD)
	For music CDs only

	MW
	0730am
	0845am
	3
	
	
	
	29
	Video projection unit (VPU)
	

	MW
	0345pm
	0500pm
	3
	
	
	
	10
	Document camera
	Also known as an “Elmo.”

	M or W or F
	0300pm
	0530pm
	3
	
	
	
	30
	Videodisc player
	For 12” laser disks.

	T or R
	0330pm
	0600pm
	3
	
	
	
	09
	Digital videodisc player 
	For DVDs will also play music CD.

	One night/week
	0400pm
	0630pm
	3
	
	
	
	08
	Computer 
	Only large auditoriums have computers permanently installed

	One night/week
	0430pm
	0700pm
	3
	
	
	
	22
	Network connection
	For laptop hook-up; laptops are not provided.

	One night/week
	0500pm
	0730pm
	3
	
	
	
	05
	Carousel slide projector
	

	One night/week
	0600pm
	0830pm
	3
	
	
	
	01
	16mm film projector 
	Two-reel projector.

	One night/week
	0630pm
	0900pm
	3
	
	
	
	17
	Black or green chalk board
	

	One night/week
	0700pm
	0930pm
	3
	
	
	
	03
	Audience responder
	Only available in the ILC

	
	
	
	
	
	

	Four days/week
	1000am
	1050am
	4
	
	

	Four days/week
	1100am
	1150am
	4
	
	

	Four days/week
	0100pm
	0150pm
	4
	
	

	Four days/week
	0200PM
	0250PM
	4
	
	
	
	
	
	

	Four days/week
	0300PM
	0350PM
	4
	
	FOR A LISTING OF CLASSROOMS AND THEIR EQUIPMENT: Go to website: http://uits.arizona.edu/departments/classroom-technology-services/    Click on Classroom list.  Then check out the rooms.  Be sure there are no equipment conflicts (i.e. movable chairs and fixed seating).  

	Note:  multimedia classrooms are in high demand-a request for an evening time slot might be more successful than one for high demand time 9:00am-3:30pm
	
	

	Mondays, Wednesdays, Fridays after 3:00 p.m.; Tuesdays and Thursdays after 3:30 may accommodate alternate schedules.


	
	Example:  A faculty member who will use a Video Projection Unit twice a week would request:  In the “Lecture Column”:  Equipment Code P; High Priority Code 5.  A faculty member who wants to use a Video Project Unit four times a semester in their lecture section would request: Equipment Code P; Low Priority Code 1 in the “Lecture Column”.  They would also complete an equipment services request form for equipment on dates needed.  Form available for download or by on-line submission at www.uaav.arizona.edu. The procedure would be the same for the “Discussion Column”.
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