OTHER MEETING ROOMS ON CAMPUS

ROOM CONTACT MAXIMUM STUDENT USE OTHER
CAPA CITY

ADMIN 127 Outlook Calendar 15, stretch to 20 No Reservations
(Administration (with access) or required (Outlook)
Bldg.) through Division

Offices
ADMIN 131 Outlook Calendar | 40 No Reservations
(Administration required (Outlook)
Bldg.)
Board Room Outlook Calendar | 30 - Audience Accompanied by Reservations
(Administration or through 11 - Around the faculty/staff required (Outlook)
Bldg.) Division Offices circular table
Classrooms Academic Division | 35-100 Yes Reservations

Offices Required
Conference Rooms | Alondra, Stadium, | See Legend Open to students Reservations
(2™ Floor and Decathlon required
Bookstore & Rooms — Outlook
Academic Division Offices
Divisions)

East Dining Room

June, Debbie or
Teresa (Facilities)

See Legend or
Guideline (300
max)

Minimum capacity
100 - 150+

Reservations
required through
June x3485 or

designee
Fine Arts Nancy Adler x3592 | Marsee — 2000 Open to students Reservations
Performing or designee Campus Theatre — required
Facilities 350

Haag Recital Hall
(Music 7) - 150

Physical Education
Facilities

Julie Meredith
x3545

Varies

Open to students

Reservations
required

Library/Learning
Resources

See Handout

See Handout

See Handout

See Handout

Compiled by June Curtis — May 2013.




LIBRARY / LEARNING RESOURCES ROOM USE

ROOM / Contact REQUIREMENTS | Available Maximum STUDENT OTHER
(advance, etc.) Equipment Capacity USE
Lib 102 Reference Preferred 72 hrs Projector 35 Only with Reserved
Classroom Librarians ahead Computer instructor mainly for class
X6483 Screen present orientations
Internet
Lib 105 Unit Office Reservations Easel 8 No
Lib Conference | x3525 required *Portable
Room Projection
Lib 142 Public Access Reservations Smart board 30 Open to 5 tables can
Madden x3876 required; priority | Computer students; seat 6 each
Nursing to nursing faculty | Document Equipment
Collection camera available to staff
/ faculty only
Lib 154 Public Access | Staff / Faculty *Portable 8 No; has Excellent for
Group Use x3876 only projection external exit small meetings
Whiteboard
Library 162 Unit Office Advance Teleconferencing | 15 Faculty/Staff
x3525 Videoconferencing
Library 166 Unit Office Advance Multiple 60 Accompanied
DE Center x3525 technologies by faculty/staff
Library 10 Reference Advance Screen 25 Only when
West Basement | Librarians reservations 25 Computers accompanied
Demo Room X6483 required. Priority | Projector by staff or
for library faculty
orientations
LMTC/ LMTC Advance Large screen 25-50 Available for
Computer X3512 reservations televisions orientation
Commons sessions during

East Wing / Lower
level

early part of
semester. No
groups during last
weeks of each
semester




Lib 202 Unit Office Advance Projector 30-60 Used mainly If food is required..

Meeting Room | x3525 Reservations Screen for staff/faculty | reserve the Lib
staff room/patio
also

Teaching Professional Computer Up to 40 No

Learning Development Projector & tables/chairs

Center (TLC) x3868 Screen

West Basement Apple TV

* Bring your own laptop to connect to the ECC network, etc.
**WiFi is available throughout the Learning Resources building.

20909/ag|rev21lag

Food is discouraged in all of the facilities housed in the Learning Resources building. Special circumstances must

be cleared with the LRU office.




EL CAMINO COLLEGE DIVISION/DEPARTMENT

CALEN DAR DATE REQU EST Fo RM Please do not write in this box
FOR THE ACTIVITIES CENTER AND LIBRARY LAWN

STEP 1: Requestor contacts Student Development Office x3500 for availability of facility, lawn area and
south patio.

STEP 2: Requestor completes this Calendar Date Request Form and obtains their Director or Dean’s sig-
nature.

STEP 3: Requestor sends the completed form to Student Development Office for processing. A copy will
be returned to the requestor.

STEP 4: Requestor submits a work order for room arrangements using the Facilities Work Order system on the portal.

Please print neatly.

Division/Department Name:

Name of Representative: Extension:

Email address:

Requestor’s Dean/Director signature:

LOCATION REQUESTED:
EAST LOUNGE LIBRARY LAWN
SOUTH PATIO CONCRETE STAGE
WEST LOUNGE SOUTH LOUNGE
EXPECTED ATTENDANCE: WILL PUBLIC BE ATTENDING? ____ NO ____ YES
EVENT START TIME: EARLY ACCESS TIME:
WILL AMPLIFIED SOUNDBEUSED? __ NO __ YES WILL FOOD BE SERVED? ___ NO __ YES*

Amplified sound allowed outdoors on Tuesdays & Thursdays 1-2 pm only. **Requires completion of Food Concession Approval form.
YOU MUST CONTACT MEDIA SERVICES (x6712) TO HAVE A SOUND SYSTEM SET UP.

Please indicate the following:

DATE OF EVENT TIME TYPE OF EVENT
(exact date of use) (Exact hours of use) (One event per requisition)

NOTE: 1. ltis the requestor’s responsibility to submit Facilities Work Orders for all event set ups and/or room arrangements.

2. ltis the requestor’s responsibility to contact Campus Police to have the facility unlocked and relocked for weekend or late night
events.

3. ltis the requestor’s responsibility to take down all decorations and put trash in proper receptacles at the conclusion of the event.

4. ltis the requestor’s responsibility to request Media Services set up all Audio/Visual equipment.

5. ltis the requestor’s responsibility to request and pay for overtime for custodial personnel to clean up after any event ending after the
building closing time, if deemed necessary by the Director of Student Development. An account number will be requested by the Stu-
dent Development Office & provided to FPS for OT billing.

6. Itis the requestor’s responsibility to request and pay for overtime for Campus Police personnel to provide security for an event, if
deemed necessary by the Director of Student Development. An account number will be requested by the Student Development Office
and provided to Campus Police for OT billing.

FOR STUDENT DEVELOPMENT OFFICE USE ONLY:

D APPROVED NOT APPROVED

Director of Student Development Date

Account # for OT Custodial Services? QYES O NO Account #

Account # for OT Campus Police? QYES U NO Account#

Distribution: White - Student Development Office Yellow - Requesting Division/Department Pink - Campus Police
Calendar Date Request - District: Rev. 7/10 cvj



EL CAMINO COLLEGE

FOOD CONCESSION APPROVAL

Form for Divisions & Departments

Please print neatly.

Division/Department Name:

Name of Representative: Extension:

Email address:

Dean/Director signature:

Please do not write in this box

All events scheduled in the Cafeteria conference rooms must be catered by Campus Food Services (NO EXCEP-
TIONS). Campus Food Services has contractual first right of refusal on all campus catering events.

ECC has an EXCLUSIVE sales contract with COCA COLA BOTTLING COMPANY; therefore, only Coca Cola products may be used in the selling

or giving away of any soft drink or bottled water with any other food product at any of your events.

TYPE OF EVENT: Bake Sale - Pre-packaged food only
(CHECK ONE) Hot Food Sale
Banquet/Luncheon/Reception
Indicated the number of people expected:

Other (describe)
LOCATION OF EVENT:
DATE OF EVENT: TIME:
FOOD WILL BE: Purchased/catered by Campus Food Services
(CHECK ONE) Purchased from a market/bakery (packaged foods only)

Purchased/catered by an off-campus restaurant/caterer

(Must show proof of liability insurance & food handler certificate required)

Indicate name of caterer:

BBQ/Cooked on campus by division/department members**
Other** (describe)

*These food events require the event sponsor meet with Campus Food Services to discuss Safe Food Preparation & Handling.
Organizations sponsoring food events not catered by Campus Foodservices, Inc. are solely responsible for the food safety and handling

of the food served. Campus Foodservices shall be held harmless should any food related iliness occur.

QUANTITY FOOD TYPE SOURCE OF ITEM

If these items were bought on consignment, what are the terms?

D APPROVED NOT APPROVED

Representative, Campus Food Services

Date

Campus Food Services contact information: 310-660-3391 or 3390 ask for Charles Siri or Orasa Chantravutikorn

Email: csiri@elcamino.edu

Distribution: White - Division/Department Yellow - Campus Food Services

Food Concession Form-District - Revised 7/10 cvj




Center for the Arts use of Performing Venue
Marsee Auditorium (capacity 2,000) Campus Theatre (350) Haag Recital Hall (170)

For Faculty and Staff ONLY - Please follow procedure below

If this is a club event - please request the Venue Request Form for Clubs Only!

NOTE:
Requests must be made at least 4 weeks prior to the event
and are considered on a first-come-first-served basis.

PROCEDURE:

1. Contact Nancy Adler, Production Manager at x3592 to see if the venue is available & request a
temporary hold.
Please be prepared to discuss your event's on-stage technical needs.
The Production Manager will send you the two page “CFA Venue Request Form” and give you
a verbal cost estimate for the required labor

[

Fill out the Venue Request form completely.

Enter the Labor Account Code (with the help of your Dean or Director)

Have the completed request form signed by your Division Dean or Department Director on
Page 2.

PLEASE ATTACH A BRIEF DESCRIPTION OF THE EVENT AND ITS PURPOSE!

Send the completed and signed form to Nancy Adler c/o Marsee Auditorium.

Once the use of the CFA venue has been approved by the CFA Executive Director & the Dean of
Fine Arts, a signed copy of this form will be emailed to you.




RESERVING THE EAST DINING ROOM
FOR USE BY EL CAMINO COLLEGE STAFF, FACULTY AND STUDENTS

Starting June 1, 2011, the East Dining Room has been designated as the college’s special
banguet venue for a large event or group only. To reserve the East Dining Room, user
must contact June Curtis via email at jcurtis@elcamino.edu, or in her absence either
Debbie Turano at dturano@elcamino.edu or Teresa Coulter at tcoulter@elcamino.edu. It
is reserved on a first-come, first-served basis.

TO RESERVE: Tentative reservations may be placed by email only but will not be
confirmed until the user meets the following criteria:

e User must submit email reservation to June Curtis at jcurtis@elcamino.edu or
designee as necessary at least one week or five (5) business days prior to the date
the facility is requested.

e User must have a minimum of 125 people to use the facility.

e User is limited to a maximum capacity of 250-300 people.

June Curtis or designee will do the following:

e Reserve facility on the Outlook calendar.
e Confirm reservation with user via email.
e Send this guideline and room legend to user via email.

USER GUIDELINE CHECKLIST:

o User must submit a work order via FPS Work Order System (Portal) for room
arrangement. See Room Arrangement Legend for reference.

o User must submit a work order via ECC’s main page, (click on the
Library/Learning Resources link, Media Services, Event Equipment Request),
for media device or set-up with Media Services.

o User must coordinate food service needs with the Cafeteria Director by calling
Orasa Chantravutikorn at x3391 or designee.

o User must coordinate the unlocking and locking of the facility by calling Facilities at
x3692.

o User must remove posters, flyers, signs, or advertisements after the event.

o TO CANCEL: User must cancel Outlook calendar reservation and/or work orders to
Divisions that are affected by the cancellation request.


mailto:jcurtis@elcamino.edu
mailto:dturano@elcamino.edu
mailto:tcoulter@elcamino.edu
mailto:jcurtis@elcamino.edu

CONFERENCE CENTER ROOM ARRANGEMENT LEGEND

BOOKSTORE BUILDING (2"° FLOOR)

ALONDRA ROOM | DECATHLON EAST DINING STADIUM ROOM
ROOM ROOM
Style Capacity | Style Capacity | Style Capacity | Style Capacity
U Shape 39 U Shape 24 U Shape N/A U Shape 26
Theatre* 90 Theatre* 40 Theatre* 300 Theatre* 65
Square 48 Square 28 Square N/A Square 34
Classroom 90 Classroom 20 Classroom 200 Classroom 30
Dining 60 Dining 30 Dining 250 Dining 50
Notes:

Theatre Style* — without tables, chairs only.

N/A — Not Available.

Round Tables Availability — Up to ten (10) round tables (8 chairs per table) available

for set up in the larger rooms only namely: Alondra Room and East Dining Room.

May 22, 2013.




MEA Building Grand Opening

NEWS & INFORMATION >

Summer 2013 Registration
Registration appointment info for
continuing students is now avaiable;
new & continuing students will be
available beginning May 30. Check
MyECC.

Reyislralion Dales

Continuing student registration is now
a\radable new and relurnng student

To access the Media Services form, go to ECC’s home page and click on the Library/Learning Resources link.

Custom Search
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ECC HIGHLIGHTS

On the Learning Resources page, click on Media Services.

MEA Building Grand Opening

Student Show 2013 Commencement Annual Fashion Show
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Music Library

Learning Resolrces Center

Computer Lab

Staff Nirectory

Copyright Information
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E LEARNING RESOURCES UNIT

ovides academic resources and services to all students, faculty, and other members of the El Camino
e links below, visit any or all of our locations on campus, or call to discover how we can help you be as
dcademic endeavors.

Library (Schauen
Learning R

Music Library
Distance Educa
Media Services (services for faculty & staff)

Contact Information




On the Media Services page, click on the proper button to select the desired form.

4
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Home Page #* Library ** Media =

MEDIA SERVICES

Music Library

Please select from buttons below to fi service request forms
Leaming Resources Center Event | Equipment Services Req) Foom Technical Support Form
Computer Lab — L L S D
i ! EvVentEquipment Request AtdicVistal":ech Sup
Distance Education

Media Services

. The Media Services Department is located in the Library Media Technology Center and is a key support service to instructional programs
L and institutional activities at El Camino College. The department provides an interlocking set of functions designed to enable ECC faculty

Staff Directory and staff to effectively use current technologies.

Copyright Information

Media Technicizns and specalist perform a variety of activities that support educational technology on campus. They obtain and circulate
Student Learning Qutcome (SLO) media materials, mzintain af media presentation, production and sstelite downlink equipment at ECC. A wide range of production
services ranging from graphic, kbyout, slide photography and presentation development to on site video production and post production

video editing are provided. Staff is also availble for consultation on specal needs, classroom facility and media planning and educationz
media applications.




EL CAMINO COLLEGE ADMINISTRATIVE ROSTER 2013

Board of Trustees

Mr. William Beverly, South Bay, President

Mr. Kenneth A. Brown, Inglewood, Vice President
Dr. Ray Gen, El Segundo, Secretary

Dr. Thomas M. Fallo, Supt/President (Cindy Constantino)

Dr. Francisco Arce, VP-Academic Affairs

Ms. Linda Beam, VP — Human Resources (Michele Waller)

Ms. Barbara Perez, VP Compton Community Educational Center

DEANS

Mr. Jose Anaya, Community Advancement (Martha Aaron)

Ms. Connie Fitzsimons, Fine Arts (Patricia Amezcua)

Mr. William Garcia, Enrollment Services (Lucy Nelson)

Dr. Donald Goldberg, Mathematical Sciences (Angie Snider)

Mr. Tom Lew, Humanities (Ann Ashcraft)

Dr. Gloria Miranda, Behavioral & Social Sciences (Beverly Knapp)

Mrs. Mary E. Combs, Centinela, Member
Miss Maureen O’Donnell, Torrance, Member
Ms. Jasmine Hormati, Student Member

Jo Ann Higdon, VP-Admin. Services (Shobhana Warrier)
Dr. Jeanie Nishime, VP-Student & Community Advancement
(Mattie Eskridge)

Mr. Rory Natividad, Health Sciences & Athletics (Linda Olsen)

Dr. Virginia L. Rapp, Business (Lavonne Plum)

Dr. Stephanie Rodriguez, Industry & Technology (Denise Spurlock)
Dr. Jean Shankweiler, Natural Sciences (Mariam Santiago)

Dr. Regina R. Smith, Counseling & Student Services (Lori
Taniguchi)

ASSOCIATE DEANS, DIRECTORS, AND ASSISTANT DIRECTORS

Mr. Robert (Tony) Barbone, Athletics

Ms. Leisa Biggers, Staff and Student Diversity (Dee Thibodeaux)
Mr. Rocky N. Bonura, Business Services (Hye Kwon)

Ms. Julie Bourlier, Bookstore (Sonia Gallardo)

Mr. Robert Bradshaw, Interim Assistant Director, Facilities Planning & Services-Construction & Maintenance

Mr. Robert Brobst, Assistant Director, Facilities Planning and Services
Mr. Thomas Brown, Facilities Planning and Services (Teresa Coulter)

Ms. Rebecca Cobb, Student Development (Carolee Vakil-Jessop)
Ms. Hortense Cooper, Financial Aid (Christina Kato)

Mr. Eldon Davidson, Contract & Community Education

Mr. Robin Dreizler, Outreach and School Relations

Ms. Janice E. Ely, Business Manager (Delores Buerger)

Ms. Ann Marie Garten, Community Relations (Veronica Cooper)
Ms. Elise Geraghty, Associate Dean, Humanities

Ms. Kathleen Gleason, Executive Director, Foundation (Rudy Lopez)

Mr. David Gonzales, Center for Applied Technologies
Ms. Irene Graff, Research and Planning

Ms. Alice Grigsby, Learning Resources (Wilma Hairston)
Ms. Melissa Guess, Assistant Director, Financial Aid

Ms. Diane Hayden, Associate Dean, Fine Arts

Mr. Arturo Hernandez, Mathematics Engineering Science Achievement

Mr. Robert Klier, Associate Dean, Academic Affairs

Ms. Sheryl Kunisaki, Assistant Director, Learning Resources
Ms. Theresa Kyle, Nursing (Dianna King)

Ms. Lynn Lindberg, Human Resources

Ms. Jeanette Magee, Assistant Director, Extended Opportunity Programs and Services and CalWorks

Mr. Bill Mulrooney, Admissions & Records (Cheryl Imatomi)
Mr. Andrew Nasatir, Assistant Director, Bookstore

Ms. Esperanza Nieto, Assistant Director, Admissions & Records
Ms. Sandra Parvis, Child Development Center (Judy Salmon)
Dr. Dipte Patel, Special Resource Center (Susan Brouillette)

Ms. Dawn Reid, Extended Opportunity Programs and Services and CalWorks (Karen Weber)

Ms. Idania Reyes, Graduation Initiative Title VV Grant Project

Ms. Betty Sedor, Assistant Director, Community Education & Development
Mr. Daniel Shrader, Associate Dean, Industry & Technology (Career Technical Education, Perkins 1V)

Mr. Bruce Spain, Executive Director, Center for the Arts
Mr. Phillip Sutton, Workplace Learning Resource Development
Ms. (Elena) Naomi Tokuda, Career Pathways

Mr. Michael Trevis, Chief of Police & Director of Public Services Instructional Programs (Arlene Bautista)

Ms. Starleen Van Buren, Small Business Services

Mr. John Wagstaff, Information Technology Services (Beverly Rouse)

Mr. William Warren, Assistant Director, Information Technology Services

Center for International Business Development (Maryann Cohan)
Accounting
Associate Dean, Compton Center

President’s Office 5/22/13
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