
Guidelines for Eleyo School Building Schedulers

Please follow these guidelines when entering facility requests. Requests are approved in
the order they are received. Missing information may result in approval delays. If
information needs to be tracked down, our staff will move on to the next pending request
until information is collected.

To enter your facility request from the admin side of Eleyo go to:
c-ischools.ce.eleyo.com/admin

PERMIT TIMES: These times are used to schedule building monitors and custodians as well. Please be as
accurate as possible.

● Start / End – This is the time of your event
● Setup – This is what time you will arrive or start setting up your event
● Takedown – This is time to clean up from your event and when you will be out of the space

EQUIPMENT AND SETUP NOTES: The custodians, PAC techs, building techs, and building monitors rely heavily
on this information to make sure you have what you need for your event.

● Include details, ie: tables, chairs, bleachers in or out, gym curtains/walls down, basketball hoops up or
down, garbage cans, microphones, podiums, risers, leave space set up overnight, etc.

o Include quantities, sizes, locations

CONSECUTIVE DATE REQUESTS: If you are entering a request for consecutive dates, consider this question:
● Is there equipment or setup needs that will remain overnight, ie: risers, phy ed equipment, book fair,

multi-day tournament, etc?
o If yes, the time requested should reflect the time the space is setup through takedown

● ie: There is a concert in the gym on 10/6/22. The risers and shell will be set up
the night before. The space should be blocked off on 10/5/22 at the time the
custodians will set up the concert and the end time would be 10/6/22or maybe
even 10/7/22 when the custodians are able to take down the event.

CONFLICTS: When you save a request, you may see conflicts. A screen will pop up giving an option to Deny or
Double Book. If you select Double Book, these requests will now be listed as a Conflict. Click on the Conflict tab
to view the details. Please resolve your conflicts prior to submitting your request. If possible, alter your times
to eliminate conflicts. Conflicts greatly slow down the time it takes to approve requests and congests the
Building Facility Schedules the custodians use to schedule and plan their work.

INTERNAL CONFLICTS: If you are requesting space for your building/program and have previously requested
that same space and time on another permit. Make an Internal Conflict note

● Document in Denied Dates Note: 2/5/20 Internal Conflict (AS)
● ie: You have a permit for conferences and you are also allowing a permit for a PTO meeting at the same

time.



DENIED DATES NOTE: If you have Admin rights, your request has conflicts, and you are Double Booking a
space, PLEASE ADD NOTES. Eleyo does not date stamp notes or document who made them. Please use the
following format to make your notes.

● Date, What and when you are double booking and who you have made arrangements with, Your initials
o ie: 2/5/20 Okay to use east side of cafeteria starting at 4pm per Jill Puffer (AS)

ADD ON DATES: If you have already requested a permit and need to add dates/rooms or modify your times
you do not need to request an additional permit. Please go into your existing permit, add/modify
dates/rooms/notes, and resubmit you request.

BLANKETING DATES: Please refer to the school calendar when you are requesting dates. Do not request
Non-school days, Holidays, or weekends unless your group will be in the building on those dates or if your
event needs to remain set up over those dates. Please do not schedule events when buildings are closed,
unless you have permission from your Admin team to do so. Custodians use this information for staff
schedules and are not in the buildings when they are closed.

CONTACT INFO: If you have questions or need assistance, please contact Facility Use at 763-689-6222 or
facilityuse@c-ischools.org


