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1. GUIDELINES 

a. Requests for GFCB classes to be scheduled in the Gordon Ford College of Business Computer 

Classroom (GH530) must follow the process outlined below. Failure to do so will result in the 

class being removed from the computer classroom schedule. 

 

b. Because the process must be completed at least two weeks prior to the university schedule 

submission deadline, failure of a department to respond to the call for selections in a timely 

manner may result in the forfeiture of that department’s place in the selection rotation. 

 

2. SELECTION PROCESS 

a. The associate dean will initiate the selection process with the department chairs each 

semester when the university begins the campus-wide class scheduling process. 

 

b. Each department chair will submit to the associate dean a list of computer classroom 

requests, including the round (i.e. Round 1), the class code (i.e. MGT210), the instructor, at 

least 2 day/time choices, and any special software requests. 

 

c. The selection process will follow an s-pattern, allowing each department to request one 

class during each round of the process. The department that selects last in the first round 

will select first in the second round, followed by the next lowest department from the first 

round, and so on until all selections for existing classes have been processed.  

 

d. Once all of the existing class selections have been processed, the associate dean will send 

the draft schedule to the department chairs for confirmation and/or corrections. 

 

e. New requests for the computer classroom will be processed after all existing class selections 

have been finalized. New requests will follow the same departmental selection process as 

step 2.c above.  

 



f. Requests for nonstandard class times will be considered after all standard class time 

selections (both existing and new) have been processed. 

 

g. If a department must remove a class from the computer classroom for one semester, that 

class will maintain its status as an existing class for the subsequent semester. If a class is 

removed from the computer classroom for two or more consecutive semesters, it will be 

treated as a new class when it returns to the computer classroom and must follow step 2.e. 

 

3. DEPARTMENTAL ROTATION 

a. The list below indicates the departmental rotation for the Fall 2020 scheduling process. It 

should also serve as a reference point for identifying the departmental rotation in 

subsequent semesters. Any questions regarding the rotation order should be directed to the 

associate dean. 

Round 1 Round 2 
Accounting Management 
Economics Economics 
Management Accounting 

 

b. Each semester the department that is chosen to select first will move to the bottom of the 

rotation for the next semester’s selection process. All other departments will move up one 

spot in the rotation. 

 

c. If a new request is received from a department that is not already in the rotation, the 

request will be processed according to step 2.e for the current selection period, and the new 

department will move to the bottom of the rotation for the next semester’s selection 

process. 

 

4. USAGE GUIDELINES 

a. Computer Classroom Access 

The GFCB Dean’s Office stores the key for the computer classroom and will work with 

faculty to provide access to the computer classroom, as needed. 

  

b. Food and Beverage 

Food, beverages (including water), gum, and tobacco are never allowed in the computer 

classroom. Faculty using the computer classroom are responsible for communicating this 

policy to the students and enforcing it during classroom sessions. Failure to enforce this 

policy may result in the faculty member being suspended from the computer classroom. 

 

c. Security 

Faculty that use the computer classroom must be active partners in maintaining the security 

of the classroom. Students should never 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 to the Associate Dean immediately. 



 

d. Repair Requests 

From time to time computers will fail, network connections will be disrupted, and the best-

planned activities will not go as intended. Faculty who use the computer classroom must 

exercise patience, tolerance, flexibility, and understanding. Surprises can be minimized by 

reporting any problems to the Associate Dean as quickly as possible. If a computer is not 

functioning properly, the faculty should immediately report the matter to the Associate 

Dean. Often, proactive repair work will help to avoid catastrophic failures later. 


