This guide provides the necessary procedures for external clients and partners to schedule, execute, and maintain their programs at the Behling Simulation Center (BSC) and the Wendt Clinical Competency Center (CCC).

1. [bookmark: 1._Scheduling_and_Program_Planning]Scheduling and Program Planning

· Scheduling Priorities: Priority is given first to medical students, followed by internal University at Buffalo (UB) partners who pay for services, and finally outside entities.
· Standard Operating Hours: The centers operate from 9:00 AM to 4:00 PM, Monday through Friday. Any activities requested outside of these hours require prior approval from the Simulation Director and must align with the center's mission.
· Course Registration Requirements: When registering a program, you must provide the course name, date and time, your department, and the professional titles of those involved.
· Cancellation Policy: The simulation program reserves the right to cancel courses as necessary; however, timely notification will be provided to all affected parties.
· Facility Tours: Tours must be requested in advance. You are expected to arrive within a 15-minute window of your scheduled time; failure to communicate delays may result in cancellation.

2. [bookmark: 2._Running_Your_Program]Running Your Program

· Professional Conduct: All participants, facilitators, and staff are expected to act professionally and respectfully, adhering to the JSMBS Code of Conduct. The center reserves the right to remove any participant for unprofessional behavior.
· Standardized Patients (SPs): All recruitment and management of SPs must be coordinated through the CCC SP Coordinator. Using outside talent agencies is prohibited without express written permission from the Director.
· Course Development: To ensure quality and standardization, clients should follow the center's standardized template for course creation.
· Confidentiality: All participants must pledge not to discuss the performance of others outside the simulation environment to protect the integrity of the learning experience.
· Proper Attire: Participants must arrive in the attire dictated by their specific Course Director.

3. [bookmark: 3._Facility_and_Equipment_Maintenance]Facility and Equipment Maintenance

· Equipment Use: Use of simulation rooms and equipment is restricted unless simulation staff are present or special security clearance has been granted.
· Accountability: A strict sign-in/sign-out procedure must be followed for all equipment to ensure accountability and track its location.
· Care Standards: Specific "do’s and don’ts" apply to maintain equipment; for example, pens must never be used on manikins, and all projectors must be powered off after use.
· Purchasing: If your program requires the purchase of new equipment through the center, items under $50,000 require Simulation Director approval, while those exceeding $50,000 require additional approval from Procurement and the Dean.

4. [bookmark: 4._Communication_and_Support]Communication and Support

· Non-Emergent Issues: For routine scheduling changes or general inquiries, contact the center via email during standard business hours. You can expect a response within 24–48 business hours.
· Emergent Issues: If a critical issue arises (e.g., major IT failure or equipment malfunction during a live event), use the established phone/text contact tree rather than email.
· Primary Contact: Connor Grabowski (Director of Operations) – 716-319- 8547
· Secondary Contact: Alex Garcia
