
Room Change Request Instructions 
 
Faculty view: 

Faculty can access Room Change Request Online at BC Web Central Portal at My Teaching Schedule  My Teaching 

Schedule & Rosters 

 

Click on the “Request a Room Change” link  

 

 

 

The link will then bring you to the following:  



Room Change Request Instructions 
 
Main page: 

 

To submit a new request: choose the specific section you would like to change. You will only be able to request changes for 

sections that you are assigned to. Please submit only one request for all sections coded as cross-listed. The submission will 

only go to the Chair of the department you select. If processed, the room will appear on all sections.  

 



Room Change Request Instructions 
 
Press Select button and fill out the form: 

Fill out all information and then click “Submit request to Chair/Designee” 

To request a specific room, enter the desired building and room number.  In cases where room characteristics are crucial to 

administer the course, please include detailed specifications for instance: Smart, only in building X, whiteboard, piano, etc. 

 

Email confirmations are sent after all steps of the process. 

The Chair/Designee can Approve, Deny or Return request to faculty for revision. 

If the request is approved by the Chair/Designee it is forwarded to the Registrar’s office for review. 

**PLEASE NOTE**: If an appropriate room is available based on the request, the Registrar will assign the new room.  The 

original room will be reassigned. Reverting back to the former assignment is not an option once a request is processed by 

the Office of the Registrar.  

 

When a new room is approved by the Registrar’s office the faculty or department is responsible to notify the students of 

the change using the Class Cancellation/Relocation system (also in the BC Web Central portal). 


