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[bookmark: _Hlk160634480]MSU Denver College of Health and Human Sciences
Interprofessional Education Simulation and Skills Lab Scheduling Policies & Procedures

	[bookmark: _Hlk148517766]The following serves as a guide for those wishing to schedule time and space in the Interprofessional Education (IPE) Simulation and Skills Lab at Metropolitan State University (MSU) Denver College of Health and Human Sciences. It provides guidelines for scheduling; including who to contact, how to schedule, fees, hours of operation, and cancellation guidelines.


Introduction
· Policy Title: Interprofessional Education Scheduling Simulation and Skills Lab Policies & Procedures.

· Purpose: The following serves as a guide for those wishing to schedule time and space in the IPE Simulation and Skills Lab at MSU Denver College of Health and Human Sciences. It provides guidelines for scheduling; including who to contact, how to schedule, fees, hours of operation, and cancellation guidelines.

· Scope: This policy applies to all those wishing to schedule time in this space.
Roles and Responsibilities
· Responsible Executive: Director of Interprofessional Simulation and Skills Lab

· Responsible Administrator: Nursing Simulation and Skills Lab Assistant 

· Responsible Office: Department of Nursing

· Policy Contact: Director of Interprofessional Simulation and Skills Lab
Policy and Procedures
I. How to Schedule Space for the use of Simulation
· Definitions: Interprofessional Education (IPE)- two or more student groups or professions coming together to learn with, from, and about each other. Simulation Space- any room in which simulation is conducted. The rooms may also be considered for clinic space, instructional activities, etc. Briefing Room/space- any room in which briefing is conducted. The rooms may also be considered for clinic space, instructional activities, etc. Skills Lab Space- any room in which lab is conducted. The rooms may also be considered for instructional activities. 

· Policy Statement: The purpose of this policy is to define the process for scheduling time in the Interprofessional Simulation and Skills Lab at Metropolitan State University (MSU) for the use of simulation-based learning. This includes scheduling time in our simulation and briefing rooms. Forms necessary to request a reservation can be found on the MSU Denver Health Institute website.
i. Prior to requesting time, we recommend becoming familiar with the Healthcare Simulation Standards of Best Practice™. 
ii. Occupants requesting the use of a simulation space are responsible for cleaning up from the event - including following the appropriate procedures for cleaning task trainers, simulators, etc., throwing away all trash, wiping up any liquids, returning any tables/chairs to the rooms/locations where they were obtained, contacting simulation staff for any supplies used beyond what was requested and if there are any issues that cannot be addressed immediately after the simulation. 
iii. This policy reviews hours of operation and includes how forms are reviewed for scheduling. 
iv. The inability to follow this policy could lead to the inability to schedule time in the simulation lab spaces. This will be on a case-by-case basis and will be determined by the Director of Interprofessional Simulation and Skills Lab.
· Procedures: 
1. Designate a faculty sponsor for the request. The faculty sponsor will be responsible for the simulation-based experience session, equipment, and supplies used. 
2. Be familiar with the Healthcare Simulation Standards of Best Practice™
3. Determine the date(s) and time(s) you would like to reserve. Standard hours of operation are Monday-Friday, 0800-1700 (5pm), excluding MSU Denver Holidays.  
i. For special scheduling requests outside of these hours, please contact the Director of Interprofessional Simulation and Skills Lab for approval.
ii. [bookmark: _Hlk218861980]The faculty sponsor or a designated MSU Denver staff member must be present for the duration of the time students are utilizing the space. 
4. Submit the correct form for requesting space for your desired simulation-based experience and include all aspects of the form. 
i. Requests must be submitted at least eight weeks in advance to allow enough time to make all appropriate arrangements to ensure your simulation-based experience is successful.  For special scheduling requests outside of this time frame, please contact the Director of Interprofessional Simulation and Skills Lab for approval. 
ii. Forms that are only partially completed will not be considered.
iii. Fees may be assessed based on rooms used, supplies, and equipment needs. 
5. All simulation-based experience activity requests will be reviewed and approved by the Director of Interprofessional Simulation and Skills Lab. Requests will be processed as quickly as possible. Typical response will be within 72 business hours.
i. Simulation-based experiences will be scheduled according to the priority grid below. Every effort will be made to accommodate all requests made. 
	First Priority
	*Nursing Department at MSU Denver College of Human and Health Sciences

	Second Priority
	*MSU Denver College of Human and Health Sciences (outside of Nursing Department)

	Third Priority
	*Interprofessional Education Activities

	Fourth Priority
	*Community stakeholders
*Outside agencies



6. If your request is not approved, please see the returned form for the reason and follow up as necessary.
II. How to Schedule Space (excluding Simulation)
· Definitions: Interprofessional Education (IPE)- two or more student groups or professions coming together to learn with, from, and about each other. Simulation Space- any room in which simulation is conducted. The rooms may also be considered for clinic space, instructional activities, etc. Briefing Room/space- any room in which briefing is conducted. The rooms may also be considered for clinic space, instructional activities, etc. Skills Lab Space- any room in which lab is conducted. The rooms may also be considered for instructional activities. 

· Policy Statement: The purpose of this policy is to define the process for scheduling time in the Interprofessional Simulation and Skills Lab at Metropolitan State University (MSU) for the use of space without/excluding simulation. This includes scheduling time in our simulation and briefing rooms. Forms necessary to request a reservation can be found on the MSU Denver Health Institute website.
i. Prior to requesting time, we recommend reviewing the form options for determination of space needs prior to submission. 
ii. Of note, occupants requesting the use of a space are responsible for cleaning up from their event - including throwing away all trash, wiping up any liquids, returning any tables/chairs to the rooms/locations where they were obtained, contacting staff for any supplies used beyond what was requested and if there are any issues that cannot be addressed immediately after the event. 
iii. This policy reviews hours of operation and includes how forms are reviewed for scheduling. 
iv. The inability to follow this policy could lead to the inability to schedule time in the spaces. This will be on a case-by-case basis and will be determined by the Director of Interprofessional Simulation and Skills Lab.

· Procedures: 
1. Designate a faculty sponsor for the request. The faculty sponsor will be responsible for the use of space and equipment used. 
2. Determine the date(s) and time(s) you would like to reserve. Standard hours of operation are Monday-Friday, 0800-1700 (5pm), excluding MSU Denver Holidays.
i. For special scheduling requests related to lab space, please contact the Nursing Skills Lab Coordinator for approval.
ii. For special scheduling requests related to IPE space, please contact the Director of Interprofessional Simulation and Skills Lab.  
iii. The faculty sponsor or a designated MSU Denver staff member must be present for the duration of the time students are utilizing the space. 
3. Submit the correct form for requesting the space for your desired activity that does not include simulation. 
i. Requests must be submitted at least four weeks in advance to allow enough time to make all appropriate arrangements to ensure your event is successful. 
ii. For special scheduling requests outside of this time frame, please contact the Nursing Skills Lab Coordinator for lab space approval.
iii. For special scheduling requests outside of this time frame, please contact the Director of Interprofessional Simulation and Skills Lab for IPE space approval.
iv. Forms that are only partially completed will not be considered.  
4. All non-simulation-related space requests will be reviewed and approved by the Nursing Skills Lab Coordinator for lab space and the Director of Interprofessional Simulation and Skills Lab for IPE space. Requests will be processed as quickly as possible. Typical response will be within 72 business hours.
i. Space requests will be scheduled according to the priority grid below. Every effort will be made to accommodate all requests made. 
	First Priority
	*Nursing Department at MSU Denver College of Human and Health Sciences

	Second Priority
	*MSU Denver College of Human and Health Sciences (outside of Nursing Department)

	Third Priority
	*Interprofessional Education Activities

	Fourth Priority
	*Community stakeholders
*Outside agencies



7. If your request is not approved, please see the returned form for the reason and follow up as necessary.

III. Changes to the Scheduled Time and Weather Policy
· Policy Statement: The purpose of this policy is to define the process for requesting a change to a previously scheduled time in the dedicated spaces of the Interprofessional Education Simulation and Skills Labs at MSU Denver College of Health and Human Sciences. This includes a 72-hour notice, outside of extenuating circumstances, for requests to cancel or make changes. 
i. When requesting to change or cancel a previously scheduled time, a newly completed form is required.
ii. This policy includes information related to the Auraria Campus Weather Policy and how to locate information related to campus closures.
iii. These dedicated spaces may close if campus is closed due to weather and or other extenuating circumstances. Space closure will be determined on a case-by-case basis.  

· Procedures: 
1. When the need for a change or cancellation to a reserved space is identified, please submit a newly completed form as soon as possible. The minimum notice of cancelation is 72 business hours, outside of extenuating circumstances. Fees may be accrued otherwise. 
2. When requesting to change a previously scheduled time, a newly completed form is required; however, there is no guarantee of availability. Forms that are only partially completed will not be considered. 
a. All non-simulation-related space requests will be reviewed and approved by the Nursing Skills Lab Coordinator for lab space and the Director of Interprofessional Simulation and Skills Lab for IPE space. Requests will be processed as quickly as possible. Typical response will be within 72 business hours.
3. Inclement weather decisions are made collectively and cooperatively by leadership from the Auraria Higher Education Center. Below please find the MSU Denver Weather Policy as it relates to university closure (a). In addition, please see the MSU Denver Emergency Communications website where you can find information on campus closures (b).
a. https://www.msudenver.edu/wp-content/uploads/2023/10/University_Closure_Policy_20230601.pdf 
b. https://www.msudenver.edu/emergency/
4. In the case of a campus closure, please submit a new scheduling form as soon as possible. 

History
· Effective: June 15th, 2024

· Revised: January 9, 2026

· Revision Notes: Added the following under procedures: The faculty sponsor or a designated MSU Denver staff member must be present for the duration of the time students are utilizing the space. 
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