Department of Public Safety Standards and Training

Memorandum

DATE:

July 26, 2007
TO:

PSTS1 Instructors

FROM:

Maria Ahrendt



Academy Operations Manager

SUBJECT:
Reservations for Dorm Rooms
This memo will serve as a reminder of the policy to reserve a dorm room if you are eligible for one when you are teaching here at the academy.
Only instructors with a reservation will be allowed to stay (unless there are mitigating circumstances as determined by your respective Captain).  We typically do not have rooms available on a drop-in basis; therefore, it is imperative that you make the reservation in advance.

If you are scheduled to teach—and are eligible to stay in the dormitory building while you are teaching—you will need to do the following:

· Contact the Instructor Scheduling Specialist(s) via phone or email to let them know you are interested in a room and please include the arrival and departure dates. 
· The Instructor Scheduling Specialist will verify your eligibility and make the reservation for you.

· Keys, sheets, and a blanket will be lying on the Student Services counter of Building ‘E’ upon your arrival.  Please make sure to sign in with the dorm reception staff so they can track your arrival and departure.

· If you depart the academy after the hours of the reception staff, please place your keys in the drop box next to the restroom and deposit dirty sheets and blankets within the linen drop.

· If for any reason you make a reservation, are still able to teach but for some reason choose not to stay in the dorm, please contact the Instructor Scheduling Specialist to cancel your room reservations.

Academy Operations appreciates your cooperation in this matter. As the agency continues to grow, our rooms in the dorm building are reaching capacity.  Your adherence to this process will allow us to provide the maximum number of rooms to instructors and make sure all instructors are accommodated.
Instructor Scheduling Contact Information:

503-378-2905 or instructorscheduling@dpsst.state.or.us
Cc:  
Commander Campbell
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Captain Rau 


Captain Thompson


Captain Eaton 


Captain Isham

