
 

POLICY AND PROCEDURE MANUAL 
UPDATED MARCH 29, 2022 

 

DEPARTMENTAL GOALS AND ACTIONS  

 

https://belmont.emscloudservice.com/web
https://belmont.emscloudservice.com/web


 
 

 

03/2022    2 

 
 

 
 



 
 

 

03/2022    3 

 
 
 
 

I. Introduction ....................................................................................... 6 

 

II. Key Terms ......................................................................................... 7 

 

III. Priority of Use and Event Categorization .......................................... 10 

 

IV. Scheduling Policies........................................................................ 14 



 
 

 

03/2022    4 

 

V. Scheduling Timetable & Priority of Use Timetable ............................. 21 

 

VI. User Charges ................................................................................. 23 

 

VII. Fee Waiving Policies ..................................................................... 27 

 

VIII. Requesting Personal Events .......................................................... 28 

 

IX. Late Scheduling and Cancellations .................................................. 29 

 

X. Space Usage Policies ...................................................................... 30 



 
 

 

03/2022    5 

 

XI. Appendix ........................................................................................ 38 

  



 
 

 

03/2022    6 

I. INTRODUCTION 



 
 

 

03/2022    7 

II. KEY TERMS  



 
 

 

03/2022    8 

 



 
 

 

03/2022    9 



 
 

 

03/2022    10 

III. PRIORITY OF USE AND EVENT CATEGORIZATION 

PRIORITY OF USE 

 

 

 

 

EVENT CATEGORIZATION 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://belmont.emscloudservice.com/web


 
 

 

03/2022    11 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

https://belmont.emscloudservice.com/web


 
 

 

03/2022    12 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://belmont.emscloudservice.com/web
http://form.jotform.us/form/41896461906162


 
 

 

03/2022    13 

 

 

 

 

 

 

 

mailto:scheduling@belmont.edu


 
 

 

03/2022    14 

IV. SCHEDULING POLICIES 

SCHEDULING SPACE AND MISCELLANEOUS ITEMS 

 

 

 

 

 

 

 

 

 

  

https://my.belmont.edu/group/mycampus/university-scheduling/policy-documents


 
 

 

03/2022    15 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

https://belmont.emscloudservice.com/web
https://belmont.emscloudservice.com/web
https://my.belmont.edu/group/mycampus/university-scheduling/policy-documents


 
 

 

03/2022    16 

 

 

 

 

https://belmont.emscloudservice.com/web
https://belmont.emscloudservice.com/web
https://belmont.emscloudservice.com/web
https://belmont.emscloudservice.com/web


 
 

 

03/2022    17 

 

https://belmont.emscloudservice.com/web
https://belmont.emscloudservice.com/web
https://my.belmont.edu/group/mycampus/university-scheduling/policy-documents


 
 

 

03/2022    18 

https://belmont.emscloudservice.com/web


 
 

 

03/2022    19 

MISCELLANEOUS ITEM REQUESTS 

 

 

 

 

 

https://belmont.emscloudservice.com/web


 
 

 

03/2022    20 

https://belmont.emscloudservice.com/web
https://my.belmont.edu/group/mycampus/university-scheduling/policy-documents
https://my.belmont.edu/group/mycampus/university-scheduling/policy-documents
mailto:scheduling@belmont.edu


 
 

 

03/2022    21 

V. SCHEDULING TIMETABLE & PRIORITY OF USE TIMETABLE 

 

 

 

https://belmont.emscloudservice.com/web


 
 

 

03/2022    22 

 



 
 

 

03/2022    23 

VI. USER CHARGES 
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