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ENERGY Procedures to conserve energy are as follows:

CONSERVATION ) _
Thermostats shall be set at 72 during the cooling season and

at 70 during the heating season. Authorized maintenance
personnel only shall make the necessary adjustments to
thermostats seasonally. Because of the zone controls, there
may be hot and cold spots in various areas. Employees af-
fected should dress accordingly. Supplementary heating de-
vices destroy the effectiveness of thermostatic controls and
must not be used. If putting on a sweater or taking one off
does not solve the comfort problem, maintenance should be
called.

2. Employees leaving their work stations for 15 minutes or more
should turn off lights and equipment.

3. Activities should be coordinated and consolidated into as few
areas as feasible to conserve energy costs.

4. Maintenance personnel shall be consulted before any modifi-
cation of electrical circuits is planned. All modifications shall
be properly sized to prevent energy losses.

ROOM UTILIZATION The room utilization system shall be used to schedule all spaces
SYSTEM available to the institution for instruction, student activities, and
community service programs:

1.  The Office of Admissions and Records shall have responsibil-
ity for the development, maintenance, and supervision of the
room utilization system.

2.  After schedules are completed, only the Office of Admissions
and Records is authorized to make entries in the room utiliza-
tion system.

3. Space assignments shall be determined on a first-come/first-
served basis consistent with institutional priorities and com-
munity needs, as follows:

a. Instruction.
b. Student activities.
c. Community use.

The Dean of Instruction and Student Development may ap-
prove exceptions to the above priorities.

4. The room utilization system shall be computer-based with
provisions for hard-copy distribution on a need-to-know basis.
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When requesting space, division chairpersons, coordinators,
and other requestors shall be responsible for providing written
documentation to the Office of Admissions and Records on
the appropriate form.

The room utilization system shall incorporate an annual inven-
tory of all space available to the institution for instruction, stu-
dent activities, and community service programs.

The College facilities may be scheduled a year in advance
with the approval of the Dean of College and Financial Ser-
vices. Justification for this scheduling must accompany a
written request submitted to the person responsible for
scheduling a particular facility (see 2 above).

The Office of Admissions and Records shall prepare an an-
nual report on how the institution’s space was scheduled and,
when appropriate, recommend more efficient utilization pat-
terns.

BOOKSTORE The bookstore shall have the responsibility for serving the needs of

OPERATIONS students and staff in the most economical and efficient manner
possible under all circumstances. The bookstore’s principal objec-
tive is service.

Procedures are as follows:

1.
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Textbook adoptions and deletions will continue as a joint effort
between instructional division management and bookstore
management. Meetings, as needed, may be set by either to
resolve problems.

New adoptions for courses will be approved to coincide with
the regular fall term of any school year whenever possible.

The responsibility for approval of all textbook adoptions and
deletions shall reside with the division chairperson. Individual
instructors shall not have the prerogative of changing adop-
tions. Each division shall be responsible for requesting the
proper quantities of textbooks on the Textbook Request List
and related materials needed for his or her area of responsi-
bility each term.

The bookstore management shall accept the responsibility for
delivery of a Textbook Request List and related materials dur-
ing the current term for the listing of needs in the ensuing
term. Deadlines listed on the form must be met so that the
bookstore will be in a position to serve the student’s needs at
registration periods. Bookstore management shall be re-
sponsible for verifying the accuracy of all requests.
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Although there are no time limits set for textbook adoptions,
each instructional division will be financially responsible for
the cost of deleting a textbook or related material when suffi-
cient notice is not given to the bookstore to avoid ordering or
buy-backs or if the publisher will not accept returns.

The bookstore management shall make every effort to avoid

losses from deletions upon proper notice and shall accept full
financial responsibility for mistakes, miscalculations, or other
errors attributable to bookstore personnel.

Bookstore management shall be responsible for all pur-
chases, sales, and reports related to the bookstore operation.

Every effort shall be made to provide used books for sale to
reduce costs to students.

Regular full-time faculty and staff members may purchase
merchandise in stock at the bookstore at a 10% discount.

The bookstore management reserves the right to request
prepayment for any special order item to be purchased.

The bookstore refund policy is as follows:

a. All books returned must be accompanied by a cash reg-
ister sales ticket. Evidence of withdrawal from class may
be required.

b. New books must be in new, saleable condition. To re-
ceive a full refund, books must be returned in the first
two weeks of class during the semester they were pur-
chased. The refund periods for the summer terms are
limited to one week.

c. Used books purchased for the current term may also be
returned during the first two weeks of class for a full re-
fund of purchase price. Used book refunds for the
summer terms are limited to the first week of class.

The bookstore buy-back policy is as follows:

a. The buy-back period shall be the period of one week be-
fore, through one week following the official end of the
semester as stated in the College catalog.

b. Textbooks that are required for the next semester and
are in good condition (except workbooks) will be bought
back for one-half the purchase price of the book.

c. Date and place of buy-back will be posted in the book-
store each semester.
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