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HOW TO REQUEST A NEW PERMANENT CLASSROOM
PLEASE CHECK OUT YOUR ROOM ASSIGNMENTS BEFORE CLASSES BEGIN
You should visit your classrooms, but you might also want to find your room on the web to check what media/tech equipment and seating arrangements are in your room – go to  http://www2.fpm.wisc.edu/support/Classrooms/Attributes.htm.  If you feel that you might need a room with certain tech equipment for one or two meetings, please do not request a room change, but rather fill out a special event room request for those meeting dates (see Ted for this).
If you find that the classroom you are assigned is not conducive to a good learning environment, you may request a “permanent room change.”  Remember that Timetable and Classroom Scheduling will be looking for a new room for you after everyone else has their rooms.  Selection will be limited.   Procedure:  Email Marilyn  price@polisci.wisc.edu.  Include your course number and section, and the number of seats you need.  Also note what room/building your class is presently in.  Explain why your room is not acceptable and what you require for a new room - list the criteria for your room in order of importance; i.e. larger room, computer projection, DVD.  A list of classroom characteristics from which you may request is listed below.  The more equipment you request the more difficult it will be for the Timetable and Classroom Scheduling people to find you a room.
Expect an answer via email within about a week.  Once you have your new assignment, you will be given a “move in” date.  Be sure to notify your students of the correct “move in” date via email, etc. (including posting the change on the old classroom door).
	
	Room Equipment Descriptions

	
	Moveable tablet arm chairs

	
	Seminar seating (sm. Class sizes only)

	
	Fixed tables and fixed chairs

	
	Classroom tables & chairs (less than 45 seats)

	
	Fixed seating  (Lecture style)

	
	Computer projection (PowerPoint)

	
	Network (Active data jack) (connect to Internet)

	
	VCR (includes video projector or TV monitor)

	
	DVD player   (includes video projection)

	
	Video projection

	
	CD player

	
	Document camera   (like overhead projector)

	
	Built-in slide projector

	
	Audio system  (Microphone)
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