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1. Meetings must be scheduled in advance due to constraints with space availability. Parties may schedule meetings by calling 455-5940. Parties booking the meeting rooms may do so for workforce investment related topics only. The Center Director will approve requests. A request form should be completed, submitted and signed off by the RCC and the party requesting the space.
 

2. Parties scheduling a meeting will need to provide any necessary food, coffee, drinks, supplies, refreshments, room set up and clean up of rooms.  Furniture that has been moved for a meeting should be placed back. Trash should be removed by the group holding the meeting as the trash is not taken out daily by cleaning services of the Center. Catering is not the responsibility of the Center staff.
 

3. Requests for staff assistance for groups and tours should contact the Center in advance whenever possible. The RCC will be happy to schedule any tours or groups that need staff assistance. Groups that require computer lab use or staff assisted tutoring on job search or use of software will need to schedule a group meeting time and request the services that are expected of the staff.
  

4. The copier code for use by authorized parties who need to make copies will be given by the Admin Assistant. Copying for group activities is limited to jobseeker information only. Administrative copying may be accessed for a small charge. See Admin Assistant.
5. Certified Training Providers and business owners/operators who reserve a room at the RCC for workforce related reasons may not charge for their service offered at the Center. The Consortium will plan a minimum of one orientation or Training Provider Fair per year to allow for all trainers to orient and recruit prospective students. However, individual training providers and business owners may not utilize the Career Center facility for any sales or financial exchanges.  
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