
Duncan Hall Policies  
  
Duncan Hall has a variety of public spaces, including Martel Hall, McMurtry 
Auditorium, two lecture halls, three classrooms, Symonds II Computer Lab, and five 
conference rooms.   
  
The Office of the Registrar (116 Allen Center) is responsible for scheduling the two 
lecture halls (1064 and 1070), three classrooms (1042, 1046, and 1075), and 
Symonds II Computer Lab at all Omes, and McMurtry Auditorium from 6:00 am– 
12:05 pm on Tuesdays and Thursdays during the fall and spring semesters. To 
reserve a lecture hall or classroom, see the online reservaOon request form. To see 
room availability, please go to hSps://classrooms.rice.edu. If you have any 
quesOons, please email Chris Higgins at chiggins@rice.edu.   
  
For all other Duncan Hall reservaOons, including McMurtry Auditorium all other 
Omes, Martel Hall, and the six conference rooms (1049, 2014, 3076, 3110, and 
3092), please submit requests using the online reservaOon system at 
hSp://rooms.rice.edu/. Non-Duncan Hall residents must have a Duncan Hall 
resident sponsor. For more informaOon, please email Cecilia Gimenez 
cgz@rice.edu.   
  
The following policies apply:   
  
Faculty and staff with offices in Duncan Hall have priority in the scheduling of 
conference rooms and public spaces in the building. ReservaOons by others are 
permiSed, but require a Duncan Hall resident faculty or staff sponsor to reserve a 
room or public space.  
  
Sponsoring an event means that the sponsor agrees to review the Duncan Hall 
policies with the person requesOng to be sponsored, will aSend the event from 
start to finish or delegate someone on their behalf, and is responsible for the 
policies being adhered to. The sponsor will also assist with all the logisOcs like 
providing access to the spaces, creaOng work orders for clean-up, turning the A/C 
on and off, and doing a walk-through for audio visual set up.  
  



Please do not make a reservaOon under your name for the person requesOng to be 
sponsored. That person should contact the Events Office to request a reservaOon 
and use the sponsor’s name.  
  
Time limits for booking these spaces:   

• Duncan Hall residents may schedule major conferences up to 2 years in 
advance and events up to 6 months in advance.   

• Members of the School of Engineering that are not a Duncan Hall resident 
may schedule events up to 6 months in advance with a Duncan Hall resident 
sponsor.   

• Other Rice organizaOons may schedule events up to 3 months in advance with 
a Duncan Hall resident sponsor.  

  
The Chairman of the Duncan Hall Policy CommiSee and the Dean of Engineering (or 
the Dean's designated representaOve) have review and final decision authority on 
all requests.   
  
Special requests for excepOons will be considered by the Dean (or the Dean's 
representaOve) and the Duncan Hall Policy CommiSee. Our goal is to keep 
disrupOon of our students, faculty and staff to a minimum. First and foremost, the 
purpose of Duncan Hall is to support educa<on and research. We ask that every 
aSempt be made to schedule special events on Saturday or Sunday evenings and 
that no such special events be scheduled during the last three weeks of each 
semester.  
  
Smoking is not allowed in Duncan Hall.  
No rollerblades or skateboards are allowed in the building.  
Music, speakerphones, etc. should be kept at a volume that does not disturb other 
occupants of the building.  
No signs or announcements can be posted on or aSached to any painted surface in 
Duncan Hall. Instead, please post signs and announcements on doors or room signs 
using painter’s tape.  
  
Reserving McMurtry Auditorium and Martel Hall   
  



• A request for McMurtry Auditorium does not include Martel Hall. Use of 
Martel Hall must be specifically requested. Please submit requests using the 
online reservaOon system located at hSp://rooms.rice.edu/.  

• No funcOons that include music or loud noise will be scheduled in Martel Hall 
before 7:00pm on weekdays. Requests for events that would have music or 
loud noise ager 7:00pm on weekdays or at any Ome on weekends must be 
approved by the Dean's office. The proposed use of music, microphones, loud 
speakers, etc., must be so noted in the iniOal request.  

• Balcony usage is on a first come/first served basis and is reserved for 
Engineering events only.  

• Temperature – The A/C is normally off in McMurtry Auditorium, unless a 
request is made through FE&P to turn it on before your event (two hours 
prior is recommended) and then off at the end of the event.  

• Generally, the earliest an agernoon/evening recepOon or dinner can be setup 
is 4:00 pm.  

• Generally, the earliest an agernoon/evening recepOon or dinner can start is 
5:00pm.  

• Do not schedule major events in McMurtry/Martel during finals. Refer to the 
final exam schedule.  

• For events that start early on Saturday, set up may begin Friday night ager 
5:00pm; however, Duncan Hall has a lot of traffic through the building and we 
cannot guarantee the safety of anything leg in the building.  

• No dancing allowed in the building.  
• No weddings or wedding recepOons are allowed in the building.  
• If tables, chairs, easels or other items are needed for any event in Duncan 

Hall, it is the responsibility of the requester to arrange for them.  
• The maximum size for event posters is 16”x20”. People posOng posters must 

provide their own stands or easels.  
  
Reserving Conference Rooms   
  
(Rooms 1049, 2014, 3076, 3092, and 3110)   
  



• To reserve the following conference rooms (1049, 2014, 3076, 3092 or 3110), 
please submit requests using the on-line reservaOon system located at 
hSp://rooms.rice.edu/.  

• DCH 1049 is to be used primarily for site visits, guests from industry, and the 
Dean of Engineering. Other types of meeOngs scheduled for DCH 1049 may 
be subject to displacement.  

• The only courses that may be scheduled into conference rooms are seminar 
courses (as designated in the Registrar's schedule of courses) at the 600 level 
or higher. No courses may be scheduled in DH 1049. Any course scheduled in 
a DH conference room may be displaced by a site visit.   

• No funcOons that include music or loud noise will be scheduled in Room 3092 
before 7:00 pm on weekdays. Requests for events that would have music or 
loud noise ager 7:00pm on weekdays or at any Ome on weekends must be 
approved by the Dean's office.  

• Shades – The third-floor shades are normally closed but can be adjusted by 
FE&P to control the amount of natural light in Martel Hall and in third floor 
classrooms.  

  
Logis<cs Arrangements  
  
LogisOcs arrangements for events in Duncan Hall are the responsibility of the person 
who makes the room request and/or the hosOng department. LogisOcs include 
securing classrooms or conference rooms, AV, IT, rentals, catering, FE&P, parking, 
RUPD, event staffing and more. Please understand that your department will need 
to bear any costs associated with your event’s logisOcal arrangements.   
  
It is an important requirement that a faculty or staff member in the hosOng 
department aSends the enOre event, oversees logisOcal arrangements and ensures 
that Duncan Hall policies are followed. Non-Duncan Hall residents are required to 
have a Duncan Hall sponsor to oversee the logisOcal arrangements and event.   
  
FE&P  
  
FaciliOes Engineering and Planning works in many areas including lights, 
temperature control, custodial, etc. A Rice faculty or staff member must submit a 



work request at hSp://faciliOes.rice.edu/ for event related help, including, but not 
limited to the items listed below. Custodians are on-site Monday through Friday 
unOl mid-agernoon and only provide rouOne custodial support for the building, not 
events. There are no custodians on-site on the weekends.   
  

• Clean up - Room users must clean rooms and remove all garbage immediately 
ager their meeOngs. Garbage should be placed in the brick trash enclosure 
at the northeast end of the building (outside the service door next to the 
loading dock). Room users must submit a work request for addiOonal 
custodial support, restroom monitoring and/or addiOonal trashcans and 
liners if your event expects to exceed the normal custodial level.   

  
• LeGovers - No food related items are to be leg in the building ager normal 

business hours. Food cannot be stored overnight in Martel Hall’s kitchen. 
Catering supplies and equipment must be removed from the building 
immediately ager the event is over.  

  
• Temperature - The A/C is normally off in McMurtry Auditorium, unless a 

request is made through FE&P to turn it on before your event (two hours 
prior is recommended) and then off at the end of the event.  

  
• Shades - The 3rd floor shades are normally closed but can be adjusted by 

FE&P to control the amount of natural light in Martel Hall and the immediate 
area.  

  
Food and Drink  
  

• No food or drinks are allowed in McMurtry Auditorium, no excepOons.  
• Food and drinks are allowed in the conference rooms; however, users must 

clean the rooms and remove all garbage immediately ager their meeOngs. 
Garbage should be placed in the brick trash enclosure at the northeast end 
of the building (outside the service door). AlternaOvely, arrangements can be 
made with the building custodians to clean meeOng areas.  

  



It is the responsibility of the person who reserves the room to clean the room in a 
Omely fashion or make arrangements with the custodians to do so.  
  
Audio Visual  
  
Arrangements for Audio Visual equipment and/or support in McMurtry Auditorium 
or any of the rooms in Duncan Hall must be made by the person who requests to 
use the space. There are no on-site A/V technicians unless the requester or hosOng 
department has a reservaOon through Media Services.   
  
OIT does not support the equipment in spaces on campus equipped with AV 
technology that are not controlled by the Office of the Registrar. Similarly, our staff 
does not support portable projectors or other AV equipment owned by other Rice 
departments.   
  
Key Access   
  
Duncan Hall has three dayOme custodians and one evening custodian weekdays. 
Your Duncan Hall sponsor should be able to unlock any conference rooms for you. 
If for some reason your Duncan Hall sponsor or his or her representaOve is 
unavailable, a building custodian can unlock rooms for you. You should retain a copy 
of your confirmaOon e-mail in order to verify that you should have access to the 
locked building/room. There are no custodians in the building on the weekends, so 
arrangements would need to be made through FE&P for access.   
  
Security   
  
Duncan Hall's first floor hallway gate, elevator and upstairs glass doors are locked 
during the evenings and weekends. In order to use the 1st floor long hallway or 
2nd/3rd floor upstairs conference rooms ager-hours (6:00pm – 7:00 am on 
weekdays or anyOme on the weekend) you will need to hire a security through 
RUPD. Security would need to ensure that only building residents and event 
aSendees have access upstairs. There is a four-hour minimum for police or security 
services. As an esOmate only, the rate of pay for security officers is $25-$50 per 
hour.   



  
Hours   
  

• Online reservaOon website allows reservaOons from 8:00 am–9:00 pm.  
• DCH building hours Mon-Fri: 7:00 am–10:00 pm, Sat: 8:00 am–8:00 pm, Sun:  

8:00 am–9:00 pm  
• Non-building residents who need access outside of building hours will need 

to contact FE&P or Rice Police Department to unlock the building door in 
advance of their event.  

• The 1st floor security gate in Martel Hall is closed from 6:00 pm–7:00 am on 
weekdays and is closed all weekend.  

• West end building doors lock at 6:00 pm, open at 7:00 am on weekdays and 
are closed all weekend.  

• 2nd and 3rd floor hallway doors (from Martel stairs) are locked from 6:00 
pm–7:00 am on weekdays and all weekend.  

• Elevator at east end locks at 6:00pm Duncan Hall resident key access needed.  
  
Martel Hall Kitchen   
  
A reservaOon for Martel Hall includes the kitchen. Informal use of the kitchen is on 
a first come, first serve basis. If the kitchen is in use, someone using one of the two 
lecture halls should use tables in the back of the room or anteroom for their 
refreshment’s setup, and if one does so, he/she is responsible for keeping the room 
clean and removing the trash from the room.   
  
Tables   
  
A limited number of 6’x30” tables are stored in the Martel Hall kitchen and are 
available on a first come, first serve basis for events in Duncan Hall. They must be 
covered with a tablecloth when in use, kept clean and returned to the kitchen ager 
use. These tables are not to be used elsewhere on campus.   
  
Event Planning  
  



The School of Engineering Event Planning Office offers event planning assistance 
and consulOng services to the Dean of Engineering Office and departments within 
the School of Engineering. Requests for assistance from non-Engineering 
departments are only possible pending approval from the Dean’s Office. For more 
informaOon and to make a request, contact Cecilia Gimenez-Zapiola, Events 
Administrator at x5692 or cgz@rice.edu or Catalina Viamontes, Events & Building 
Coordinator at x6723 or email cg4162@rice.edu.   
  
Bicycle Storage   
  
Bicycles should be parked outside in the bike racks at the Northeast entrance of 
Duncan Hall. Bicycles brought into the building must be stored in student or faculty 
offices. No bicycles are to be stored in any public area; bicycles parked in such areas 
are subject to removal. No motorized bikes are allowed in the building.   
  
Room Capacity   
  

• McMurtry Auditorium (DCH 1055): Capacity 225 and 7 wheelchair spaces 
(extra chairs may be brought in, but they are not provided).  

• Martel Hall (Main Hall): Capacity 210 occupants, seated; 450 occupants, 
standing.  
Maximum number of occupants standing will be affected by any serving 
tables set up in Martel Hall. Space is approximately 75' x 55'.  

• Lecture halls: Pollard (DCH 1064) & Mabee (DCH 1070): Capacity 73 and 4 
wheelchair spaces.  

• Classrooms: Shell (DCH 1042) & Carroll (DCH 1046): Capacity 46; Kieschnick 
(DCH1075): Capacity 35. 

  
Conference Rooms  Capacity  

1049 Jamail  22  
2014 Pfeiffer  10  
3076 Ken Kennedy  22  
3110 WM Keck  10  
3092  10  
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