
25Live Guidelines for Building Coordinators / Approvers of Academic Spaces ς  

Classrooms (άSpacesέ) are known as άLocationsέ in 25Live. 

5ŜŦƛƴƛǘƛƻƴ ƻŦ ά.ǳƛƭŘƛƴƎ /ƻƻǊŘƛƴŀǘƻǊέ ς ƛƴ ǘƘŜ ŎƻƴǘŜȄǘ ƻŦ ŀǇǇǊƻǾŀƭǎ ƛƴ нр[ƛǾŜΣ άōǳƛƭŘƛƴƎ 

ŎƻƻǊŘƛƴŀǘƻǊέ ǿƛƭƭ ǊŜŦŜǊ ǘƻ ŀƴȅƻƴŜ ǿƘƻ Ƙŀǎ ǘƘŜ ŀōƛƭƛǘȅΣ ǊŜǎǇƻƴǎƛōƛƭƛǘȅΣ ŀƴŘ ƻǾŜǊǎƛƎƘǘ ŦƻǊ 

approving a space. This could refer to an entire building or just one classroom.  

The Class Schedule process begins with the scheduling program known as CLSS 

(nextcatalog.towson.edu/wen). Classes are not scheduled into 25Live. 

No events can be reserved in classrooms until after the academic class schedule is built. 

Typically this means waiting until the Registrar gives the word that we can release the rooms. 

We will let you know when this happens. For questions, contact Suzanne Hill or 

rooms@towson.edu.  

If you, as a Building Coordinator, get a request for a space that you believe should not be 

filled, you have the ability and the right to deny the request. You can leave comments in the 

event or send an email to communicate the nature or the reason for the denial. Alternatively 

you could suggest an alternate room. It is better to deny a classroom than to cancel a request.  

Each classroom has a disclaimer and notes that the Building Coordinators have provided us. 

These notations are included in confirmations that get sent to room requesters. If the 

wording on these notes needs to be updated, contact Suzanne Hill or rooms@towson.edu.  

No Holds should be placed on classrooms. If you need a hold on a classroom for a class you 

intend to add or for a course that has not been approved yet, submit it as a Hold section via 

CLSS.  

Lƴ нр[ƛǾŜΣ ȅƻǳ Ƴŀȅ ǎŜŜ ŀƴ ŜǾŜƴǘ ƳŀǊƪŜŘ ά¢ŜƴǘŀǘƛǾŜΦέ ά¢ŜƴǘŀǘƛǾŜέ ŘƻŜǎ ƴƻǘ ƳŜŀƴ άǘƘƛǎ ŜǾŜƴǘ 

ƳƛƎƘǘ ƴƻǘ ǘŀƪŜ ǇƭŀŎŜΦέ ! ά¢ŜƴǘŀǘƛǾŜέ ǊŜǉǳŜǎǘ Ŏŀƴ ǎǘƛƭƭ ōŜ ŜŘƛǘŜŘΦ LŦ ǘƘŜ .ǳƛƭŘƛƴƎ /ƻƻǊŘƛnator 

ŎƘŀƴƎŜǎ ŀƴ ŜǾŜƴǘΩǎ ǎǘŀǘǳǎ ǘƻ ά/ƻƴŦƛǊƳŜŘέ ƛǘ Ŏŀƴ ƴƻ ƭƻƴƎŜǊ ōŜ ŜŘƛǘŜŘΦ  

25Live enforces a buffer time of 5 minutes between classes [5 minutes pre-class time and 5 

minutes post-class time].  

Final Exam Week: Events should not be scheduled in academic buildings / spaces during Final 

9ȄŀƳ ǿŜŜƪΦ 5ǳŜ ǘƻ ǘƘŜ ƴŀǘǳǊŜ ƻŦ ǘƘŜ ŘŀǘŜ ǘŀōƭŜǎ ƛƴ tŜƻǇƭŜ{ƻŦǘΣ ǘƘŜ Ŧƛƴŀƭ ŜȄŀƳǎ ŘƻƴΩǘ ŘƛǎǇƭŀȅ 

https://webapps.towson.edu/classroomtechnology/virtualtour

