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UNIVERSITY OF RICHMOND 
Policy Manual 
  

PURPOSE: 

The purpose of this policy is to support the most effective use of the University’s classroom spaces, ensure 
that classes are assigned to the space that is most appropriate for their pedagogical needs, and ensure that 
classroom scheduling enables students to select and build a course schedule that supports their path to 
graduation. 

SCOPE: 

This policy applies to the University of Richmond and all of its Affiliates. As used in this policy, the term 
“Affiliates” means organizations or entities in which the University owns a controlling interest or has the right 
to elect the majority of the entity’s governing board.  

INDEX: 

PRM-1004.1 ......Policy   
Appendix A……Time-Slots 

 

POLICY STATEMENT: 

PRM-1004.1 – Policy 
The University Registrar is responsible for the assignment of classroom space to each class at the University.  
The highest priority for classroom space is for offering classes at the University.  Classrooms may be reserved 
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for other academic and non-academic purposes, with the Registrar’s permission, but no reservations for 
classroom use will be accepted until after the drop/add period has ended and the appropriateness of all 
classroom assignments for the term have been confirmed. 

All classes taught at the University must be scheduled in standard class time slots (see Appendix for Approved 
time slots) to ensure the availability of appropriate space and ensure students can enroll in all of the courses 
that they need for their academic program.  All classes, regardless of length, must begin at the official start 
time.  In rare cases and due to pedagogical needs, exceptions may be made to allow a class time to extend 
beyond the standard end time. 

Law School classes follow a separate time block schedule from the rest of the University; classroom 
assignments within the Law School space are typically made by the Law School in collaboration with the 
Registrar. 

No more than ten percent of all department or School classes may be offered in any one time slot.  
Departments and Schools may schedule no more than fifty percent of classes during slots 2-4.  Various 
Monday-Wednesday classes must equal the number of Wednesday-Friday plus Monday-Friday classes.  
Classes that meet once per week and start prior to period 6 must be paired according to one of the two-day per 
week patterns.  Departments may schedule up to two pairs of once-per-week classes that cross into timeslots 2 
and 3. 

Faculty will be assigned a classroom appropriate to their pedagogical needs, which may not be a classroom 
nearest their office. 

RELATED POLICIES: 

Space Allocation and Facilities Resources Policy  

Office Assignment Policy 

University Facilities Access Policy  

Lock and Key Management Policy  

POLICY BACKGROUND: 

This policy has been in existence and published on the University Registrar’s website since 2009.   
In 2024, the existing policy was codified and updated.  President’s Cabinet and Deans reviewed the policy 
prior to approval on 04/08/2024. 

POLICY CONTACTS: 

University Registrar 
Dean of the Law School 
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