CLASSROOMS AND FACILITIES

Change in Meeting Times

Requests for changes in class meeting times must be processed and approved through your chairperson, college dean, and the Campus Vice President.  Please check your class listing in OASIS to see if the requested change has been made.

Change in Meeting Places

Classes may be moved for increased enrollment, low enrollment, disability reasons, special equipment needs, and emergencies.  If any of these conditions apply, a room reassignment may be requested through Kimberly Stanley in the registrar’s office at 6-8549.  Please do not move your class to another room, even if it appears to be empty, without following this procedure as other events or meetings may be scheduled there.

Room Request Procedures for Meetings and Special Events

To view event and room schedules for all or specific campuses or to request a room for a special event or meeting, go to http://r25.fau.

 HYPERLINK "http://r25.fau.edu/" edu (please bookmark).  


From the link, go down to "To begin, click here."  In the gray box on the top, choose Events (anything that is not a regular class), Locations, or My Requests.

In the "Events" area, underneath the calendar on the right, you will see the campus filters.  Above the calendar, you can choose to view by day, week, or month.  

In the "Locations" area, scroll down under the calendar to find our campus and a specific type of room (ex: with a ceiling projector) or rooms within a certain building.  Areas shaded in blue (seen when viewing "by day") mean that the room is in use at that time.  To see what the room is being used for, double-click on the space.  

You must register as a user in order to be permitted to submit your own room requests to schedule meetings and special events.  To obtain a username and password, click on “My Requests” and send an email to r25admin@fau.edu, requesting a username and password (be sure to identify yourself).  Once you have received your username and password, you can logon to “My Requests” and complete the “Request an Event” form.  You will receive a confirmation of your reservation via email, usually within a day or two.

If you prefer not to make your own room reservations, you may email your faculty secretary with the details of your request (date, start time, end time, number of people expected, purpose, and preferred location) and she will make the request for you and forward the confirmation to you upon receipt.

