ALC Policy & Procedure Guidelines for LA2-101/200 and LA3 -106/204
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Before Class

Food or Drinks
No food or drinksallowedin the classroominstructors are responsible for enforcing this ppiwith
their students. Bttled water is OK.

StudentRoom Access
Sudents should nobe left unattended in the room without an Instructor preseinstructors are
responsible for lost/stolen equipment if room is left unlocked.

FacultyRoom Access

x KeyCardIinformation forLA2101/200 and LA306/204- oncedoor is opened with key cayo
doors remain ulocked. If door is unlocked by Instructor, itetinstructor'sresponsibility to
lock the door upon leaving.

x Do not use chairsr door-stops to prop door openThis is a fire code violation and a general
safety issue.

X ReportKey @rdlIssuego Colleen.Ryan@csulb.edu

x Report door issuesunlocking/lockingor not closing completelyeportto Facilities
Managemeniat 985HELP

Room Issues
Dirty walls, too hot/cold olightissues?- Report to_Facilities Managemeat 985HELP

During Class

Needimmediate Tech Support?
X Contactats-css@csulb.edar call 562985-4962.

x Equipment such asireless micsire available for checkit at Classroom Support Servidas
AS120.

After Class

Shutting DO%YWQ rA£?n(i)s must be out of the room when Instructor leaves. There should be no students ir
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Lock the Door(s)
Make sure dods)is lockedand completed closed ap your keycard on the door upon leaving to lock

Lost and Found
Itemsfound will beturned into theBookstore Lost and Found.
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