
Policy for Computer Classroom Scheduling 
(Effective August 1, 2010) 

 
 

Objective: The Gordon Ford College of Business is investing in a dedicated computer 
classroom that will be available to Ford College faculty for instructional purposes. The costs 
associated with building and maintaining such a facility are significant, and it is anticipated that 
at times - the demand for such resources might exceed available supply. The objective of this 
policy is to define how this facility should be scheduled, who is responsible for the process, and 
the responsibilities of those who wish to make use of the computer lab. 
 
Availability: The Ford College Computer Classroom will be available to all full and part-time 
Ford College faculty teaching classes in the College-regardless of rank, tenure, or department. 
During times when classes are not using the facility, Ford College students may access it, with 
instructor supervision, on a secondary basis for completing class assignments. The facility is not 
an "open-access" lab. 
 
Responsibility: The Dean's Office is responsible for the construction, maintenance, and 
operation of the facility. The Dean's Office is charged with scheduling the classroom and 
administering access to the facility (e.g., key check-out). 
 
Use Requests: Faculty who wish to make use of the facility (on either a limited or full-term 
basis) need to proactively participate in the scheduling process. Utilization of classrooms at 
WKU is less than efficient. For every semester or summer term, the following procedure will be 
followed: 
 
1. The Associate Dean (or designated representative) will schedule a meeting one full week 
prior to class schedule submission dates for the upcoming term. This will allow decisions 
to be made and the outcomes reflected in the published Schedule Bulletin. 
 
2. Faculty who wish to make use of the facility are invited to attend the meeting or send a 
designated representative. The Associate Dean will publicize the time and place of the 
meeting to all faculty and communicate it in advance to the Dean's Administrative 
Council. 
 
3. Short Term Use: At the called meeting, faculty will request use of the facility for 
particular dates and times. Requests may only be for scheduled class periods (no 2-3 
hour long assignments). The Associate Dean will maintain and display a master calendar 
of requests. If only one faculty member requests a particular date and time, then they 
automatically are assigned the resource. If two or more faculty request the same 
dates/times then a decision must be made that is open, fair, and acceptable to all involved. 
If another day and time has not been spoken for, the faculty should first be given the 
option to choose the alternate time instead. If this is not an acceptable option, then the 
 
 
 
 



 
assignment will be made with a public coin toss, draw, or other method of chance. The 
following class times are designated as short term use only: 
 
Short-term use: 
MW(F): 9:10 - 10:05; 10:20  - 11:15 
TR: 9:35 - 10:55; 11:10 - 12:30 
 
4. Long Term Use: Long-term users may request a particular class period from the ones 
listed below. If more than one faculty requests the same period, both should be given the 
choice of another class period that may be available. If this is not an acceptable option 
then the assignment will be made with a public coin toss, draw, or other method of 
chance. This will be done for every class period for which two or more faculty have 
requested scheduling. 
 
Long-term use: 
MW(F): 8:00 - 8:55; 11:30 - 12:25; 12:40 - 1:35; 1:50 - 3:10; 3:25 - 4:45; Evening classes 
TR: 8:00 - 9:15; 12:45 - 2:05; 2:20 - 3:40; Evening classes 
 
5. All interested parties should be invited to be present during the decision process. No 
decisions on room allocation should be made in private. 
 
6. The results of the scheduling process will be documented with copies being sent to 
the Dean, Department Chairs, and participating faculty. 
 
7. If, after this process is complete, the classroom is available at particular times/dates, 
the Associate Dean is free to honor ad-hoc requests from faculty for periodic use. 
 
Appeals: If a faculty member feels that this process has not been fairly conducted or that some 
extenuating circumstance exists, the decision may be appealed directly to the Dean. In all such 
cases, the Dean shall have the final word on the allocation of the facility. 
 
Software Requests: If faculty need particular software or other resources for their classes, they 
must communicate them to the Associate Dean at the scheduling meeting as well as in written 
form. The request should clearly detail the need, costs, etc. The faculty need to be aware that 
the computers are somewhat dated and may not competently run all programs. Software is often 
very expensive, and any such proposal should include a source of funding. 
 
Repair Requests: From time to time computers will break down, network connections will be 
broken or congested, and the best-planned activities will not go as hoped. Faculty who use this 
facility must budget in a degree of patience, tolerance, and understanding. Surprises can be 
minimized by the timely reporting of problems. If a computer is not functioning correctly, 
making noises (e.g., grinding, whining, etc.), the faculty should immediately report the matter to 
the Associate Dean's office. Often, proactive repair work will help to avoid catastrophic failure 
later. 
 
 



 
 
Food and Beverage: At no time should any food, beverage, gum, or tobacco be consumed in 
the Computer Classroom. This policy includes water. Faculty using this room are responsible 
for communicating this policy to the students and enforcing it during class. Failure to enforce 
this may result in the faculty member being suspended from the classroom. 
 
Security: Faculty that use the Computer Classroom must be active partners in maintaining the 
security of the facility. At no time should students be allowed to open the computer cases, move 
computer equipment, re-route cables, change system settings or configurations, etc. Missing or 
damaged items should be reported immediately. 
______________________________________________________________________________ 
Other options that were considered but not adopted: 
OPTION A 
"They that use it most - get it first." 
In situations where two or more faculty wish to utilize the room during the same period, 
preference will be given to the faculty member that can demonstrate the greater time need. 
Faculty should come to the scheduling meeting with a proposed syllabus that shows the activities 
and their associated schedule. 
 
Classes using the facility for all (or most) of the semester will receive priority over a class that 
only needs it on a short-term or periodic basis. 
 
In the case of two faculty requesting the room for short-term usage, the faculty that can 
demonstrate the greater need (in terms of time) will receive priority. For example: a class that 
has scheduled a two-week long activity will trump a class that has a one-day activity. 
 
Faculty with short-term activities will need to be flexible in terms of scheduling as they will have 
to sign up for remaining (residual) times. 
 
Faculty with similar needs in terms of time will have the decision settled publicly using a fair 
coin toss, draw, or similar method of chance. 
 
OPTION B 
 
"Everyone is a short-term user." 
 
To maximize the number of faculty that can use the facility during any given class period, 
reservations for the Computer Classroom are limited to one or two-week sessions. This means 
that each faculty may request as little as one week and as many as two sequential weeks during 
the semester. After all faculty who are seeking time in a particular class period have been 
awarded at least one session, faculty may request a second session, a third, etc. Other interested 
faculty must also be assigned a second session before requests for a third will be considered. 
 
 
 



 
 
 
When two or more faculty seek a session on the same dates, each should be given the option of 
first choice at another time period that others are not seeking. Hopefully, the faculty can, 
through collegial discussion, develop a mutually acceptable schedule. 
 
If this is not acceptable then the assignment is made with a public coin toss, draw, or other 
method of chance. This will be done for every session for which two or more faculty have 
requested scheduling. 
 
When only one faculty member is still seeking sessions for particular class periods, the Associate 
Dean may assign the remaining time to that faculty, even if such assignment is longer than two 
weeks. 


