



TO:

Department Chairs

FROM:

Jill R Reitz
DATE:

September 5, 2006
SUBJECT:
Schedule of Classes/Spring 2007
It is time to prepare the schedule of classes for spring 2007.  In constructing the schedule keep these important dates in mind:

S U M M A R Y  O F  D A T E S

DATE





EVENT
September 22, 2006
Last day for chairs to meet with Dean (if necessary).

October 4, 2006
Chairs submit spring ‘07 draft schedule to College Dean.

October 11, 2006
Deans submit schedules to Registrar.

October 24, 2006
Schedules returned to chairs for final review.

October 26, 2006
Chairs sign and return schedule to Registrar.

November 6 to December 8
Students meet with faculty advisors.

November 9 to December 8
Currently enrolled students preregister by WEB-R (web registration).

Chairs are reminded that the Clearfield Campus and Graduate Program schedules require attention and are included.  Please make no changes to the Clearfield schedule without prior discussion with Mrs. Datt (814-768-3401).  Regarding the graduate courses, consult with Dr. Jenkins (2593), Mr. Eisenhauer (2168),
Dr. Jensen (2471) and Mr. Hosley (6240) if you have questions or concerns.  Additional detailed information is on the reverse side of this memo.
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Enclosures

xc:
Mrs. Datt

Dr. Harvey

Dr. Jensen

Dr. O’Hara-Mays

Mr. Eisenhauer
Mr. Hosley

Dr. Johnson

Mr. Eisley

Dr. Jenkins

Dr. Malin
Mssp06dates

CONSTRUCTING THE SPRING ‘07 SCHEDULE OF CLASSES

OVERVIEW

Projected undergraduate enrollment should be the same as spring 2006, chairs are asked to construct spring ’06 draft department schedules.  Update the spring ’06 schedule available on the X: drive [staffapps on ‘lark’ (X); Course Schedule Development].  The deadline is October 4 and the date must be met if chairs are to review the completed schedule one last time before it is finalized the week of October 23.  If necessary, schedule individual meetings with your dean and/or department members between now and October 4.

No additional staff beyond what has been authorized is anticipated so coverage of section/courses must be done with existing personnel.  Departments are asked not to reduce the number of general education sections nor alter the class size limitations without prior approval.  In general, courses/sections that attract little or no student enrollment probably should not be scheduled.  Please coordinate with other departments the scheduling of courses that require inter department cooperation.  Your dean may provide additional instructions or considerations.
The proposed Clearfield schedule of classes and graduate courses are part of this schedule.  Please do not make changes from what was scheduled last fall without consulting with Dawn Datt, Chuck Jenkins, Walt Eisenhauer, Ed Jensen, or Nate Hosley.
PREFERRED ROOM ASSIGNMENT

Indicate classroom preference.  General purpose or rooms not scheduled by your department are not to be listed; also, try to place small classes (less that 15) in smaller classrooms.  If you would like a room with specialized equipment, i.e. SmartBoard, please indicate on the schedule.  Room assignments will be based on several factors, including but not limited to, class size and need for technology.  Not all room preferences can be honored.
EVEN UTILIZATION OF CLASSROOM SPACE

Schedule classes in all periods from 8 a.m. through 8 p.m.  Schedule REGULAR sequences of days and hours to help eliminate schedule problems for students and classrooms.  The daily schedule of meeting periods is:
	MWF
	MW
	TR
	EVENING CLASSES

	8:00 – 8:50
	3:10 – 4:25
	8:00 – 9:15
	6:00 – 8:50

	9:00 – 9:50
	4:30 – 5:45
	9:30 – 10:45
	

	10:00 – 10:50
	
	11:00 – 12:15
	

	11:00 – 11:50
	
	2:10 – 3:25
	

	12:00 – 12:50
	
	3:40 – 4:55
	

	1:10 – 2:00
	
	
	

	2:10 – 3:00
	
	
	

	3:10 – 4:00
	
	
	


TEACHING ASSIGNMENT RECOMMENDATIONS

On separate schedule cards indicate teaching assignment recommendations (including a list of contract hours) for each member of your department.  Note any additional workload that might occur (e.g. field experiences, internships, etc.).

TIME IS OF THE ESSENCE

Promptness by department chairs is necessary, as we must allow time for preparation of the schedule and for students to consult with academic advisors during the period November 6 to December 8.

CHANGES MAY NOT BE ACCEPTED AFTER THE SCHEDULES ARE SUBMITTED, SO PLEASE DOUBLE-CHECK THE ACCURACY

SEE REVERSE SIDE FOR SUMMARY OF DATES
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