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I. PURPOSE: To provide procedures for conference rooms at the Utah State Board of
Education (“USBE”) to be scheduled in an efficient and fair manner, and to create
common rules and procedures pertaining to the equipment, systems, and furnishings in
Board meeting rooms in order to maintain the integrity of the equipment and the

rooms.

II. POLICY: Only the main receptionist or the support staff in administration may make
room reservations, and each USBE employee using or overseeing the use of meeting
rooms shall comply with the procedures established in this policy.

[ll. PROCEDURES:

1.

Scheduling a Meeting Room:

a. A USBE employee should try to schedule a meeting room well in advance of their
need. Recurring meetings may be scheduled up to six months in advance.

b. A USBE employee shall e-mail (preferred) or call the main receptionist to reserve
aroom.

i. If the main receptionist is not available, a board employee may reserve a
room with the Support Service Coordinators.

c. When reserving a room, the USBE employee shall indicate the name, date, and
time of the meeting, the meeting organizer and the organizer’s phone number,
and the desired meeting room.
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Check back to make sure the reservation is still in place a few days before the
meeting.

To cancel a room reservation, e-mail or call the main receptionist as soon as
possible.

2. Use of Meeting Rooms:

a.

To use the sound system, video, and other audio visual/computer equipment, an
individual shall coordinate with the Board’s Media Specialist or the Media
Specialist’s designee.

The remote to the projector and interactive board may be checked out from the
USBE Secretary, Executive Secretary to the Superintendent, or Support Service
Coordinators.

i. If the remote is lost, the cost of a replacement remote will be charged to the
USBE Section that last checked it out and did not check it back in.

The projector and computer need to be turned off at the conclusion of the
meeting.

If a meeting room is used for a meeting during other than normal business
hours, see the 02-14 Security Guard Services Policy to arrange for security guard

coverage.

If there is food in the Board rooms, the USBE contact person for the meeting is
responsible for food removal and cleaning immediately following the meeting,
including spills on the floor and tables. Report spills to the Front Receptionist,
who can call the janitorial staff.

i. A caterer should pick up leftovers and equipment as soon as possible. Do
not use the Board storage room adjacent to the meeting rooms as a holding
area for equipment or food.

ii. If acaterer does not come immediately to pick up leftovers, the USBE
contact person for the meeting is responsible for notifying the caterer
and removing items to a kitchen for the caterer to pick up.

If a meeting is held after standard operating hours or on the weekend, the USBE
contact person for the meeting is responsible for ensuring that all food-related
trash is removed to the dumpster located outside of the building.
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https://schools.utah.gov/file/65c74f04-c944-45b4-aa4e-43b0c8d3c95c

IV. HISTORY: The effective date of this policy was October 6, 2010 (Procedures were in
previous Board Room Rules policy and Conference Room Scheduling policy), with a
revision September 25, 2017. On May 12, 2022, this policy was formatted to comply with
USBE Internal Policy 00-01.

02-08 Meeting Rooms at the USBE 3 ADA Compliant 5-12-2022






Accessibility Report





		Filename: 

		0208MeetingRooms.pdf









		Report created by: 

		



		Organization: 

		







[Enter personal and organization information through the Preferences > Identity dialog.]



Summary



The checker found no problems in this document.





		Needs manual check: 0



		Passed manually: 2



		Failed manually: 0



		Skipped: 2



		Passed: 28



		Failed: 0







Detailed Report





		Document





		Rule Name		Status		Description



		Accessibility permission flag		Passed		Accessibility permission flag must be set



		Image-only PDF		Passed		Document is not image-only PDF



		Tagged PDF		Passed		Document is tagged PDF



		Logical Reading Order		Passed manually		Document structure provides a logical reading order



		Primary language		Passed		Text language is specified



		Title		Passed		Document title is showing in title bar



		Bookmarks		Passed		Bookmarks are present in large documents



		Color contrast		Passed manually		Document has appropriate color contrast



		Page Content





		Rule Name		Status		Description



		Tagged content		Passed		All page content is tagged



		Tagged annotations		Passed		All annotations are tagged



		Tab order		Passed		Tab order is consistent with structure order



		Character encoding		Passed		Reliable character encoding is provided



		Tagged multimedia		Passed		All multimedia objects are tagged



		Screen flicker		Passed		Page will not cause screen flicker



		Scripts		Passed		No inaccessible scripts



		Timed responses		Passed		Page does not require timed responses



		Navigation links		Passed		Navigation links are not repetitive



		Forms





		Rule Name		Status		Description



		Tagged form fields		Passed		All form fields are tagged



		Field descriptions		Passed		All form fields have description



		Alternate Text





		Rule Name		Status		Description



		Figures alternate text		Passed		Figures require alternate text



		Nested alternate text		Passed		Alternate text that will never be read



		Associated with content		Passed		Alternate text must be associated with some content



		Hides annotation		Passed		Alternate text should not hide annotation



		Other elements alternate text		Passed		Other elements that require alternate text



		Tables





		Rule Name		Status		Description



		Rows		Passed		TR must be a child of Table, THead, TBody, or TFoot



		TH and TD		Passed		TH and TD must be children of TR



		Headers		Passed		Tables should have headers



		Regularity		Skipped		Tables must contain the same number of columns in each row and rows in each column



		Summary		Skipped		Tables must have a summary



		Lists





		Rule Name		Status		Description



		List items		Passed		LI must be a child of L



		Lbl and LBody		Passed		Lbl and LBody must be children of LI



		Headings





		Rule Name		Status		Description



		Appropriate nesting		Passed		Appropriate nesting










Back to Top

