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DESCRIPTION:
Video conferencing is available between the New Westminster Campus and the David Lam Campus in Coquitlam, as well with outside institutions.  This supports meetings with less travel time involved.

There are two video conference rooms in New Westminster: 4920 (boardroom) and 3140.  Room 4920 has a capacity of 60.  Room 3140 has a capacity of 8 – 12.  There is one video conference room at the David Lam Campus: B2100 with a capacity of 12 active participants and 6 others (along the back wall).

Video conference bookings are requested through the Help Desk.  The Help Desk uses a GroupWise calendar for appointment bookings and allows 15 minutes between bookings to allow for set up.

Video conferencing may be scheduled during normal campus hours:  Monday to Friday, 8:45 a.m. to 4:30 p.m.  For bookings outside normal campus hours, the Help Desk will arrange with the Supervisor, Client Support – CEIT. http://cms.douglas.bc.ca/Page17027.aspx?PageMode=Hybrid
STEPS:
1. Contact the Help Desk at helpdesk@douglas.bc.ca or local 5330 to arrange a video conference for rooms 3140 (NW) or B2100 (DL).  Note:  If booking the Boardroom, this must be done through Room Bookings at local 5613 or roombookings@douglas.bc.ca.  If the Boardroom is available, Room Bookings will contact the Help Desk with the details.  If there are any changes with the booking, contact Room Bookings and they will relay the information to the Help Desk.
2. Indicate the date, rooms you wish to book and the time frame.  You will receive a confirmation from the Help Desk.

3. Trouble shooting – Contact the Help Desk at 5330.
