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Scheduling Events on Campus 
 
Increased enrollment and subsequent activity on campus have prompted discussions about various growing 
pains associated with that growth.  One topic of discussion in various cabinet meetings and other venues is 
whether the college needs to look at a more centralized approach to how we schedule events on campus.  
We seem to have a piecemeal approach that differs from building to building.  There do not seem to be 
uniform standards or guidelines across campus.  And there have been times when scheduling miscues have 
created frustrating or disappointing experiences for students and employees. 
 
In an effort to find solutions to our event scheduling challenges Student Life folks have put together a list of 
suggestions that appear to have some merit.  Because event scheduling affects so many offices and 
departments we have decided to float these ideas via the Badger Buzz to request feedback.  Please 
address your constructive comments or suggestions to craig.mathie@snow.edu .  We look forward to your 
shared insights about campus event scheduling. 
 
Suggested action steps 

1. Administration identifies a campus scheduling coordinator to work with a college wide committee to 
develop uniform guidelines and procedures that will improve consistency in event scheduling.  The 
committee will then meet on a regular basis to continue coordination of event scheduling. 

2. Building coordinators from across the college participate on this coordination committee to help 
develop the procedures and address the common concerns with event scheduling. 

3. The campus scheduling coordinator oversees maintenance of a master college event calendar. 
4. The committee develops a uniform campus event proposal form and process that brings 

consistency to event scheduling by assuring that there is adequate lead time and that appropriate 
departments, i.e. campus safety, physical facilities, and others, have been notified in a timely 
manner,. 

5.  Fees charged for the use of campus facilities should be reviewed to establish consistency and to 
make sure that they address actual costs for equipment, on-call help and other related costs. 

6. Guidelines for advertising events including the role of Student Life, the use of the campus 
electronic display sign, the use of campus bulletin boards, and other means should be developed. 
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