








subject and numbers in your listings and delete any numbers that are not in
the current 2012 calendar, including those you anticipate will not be in the
new 2013 calendar (where known). That exercise will ensure a shorter list and
benefit for fewer records on the scroll function. It will also ensure that course
history in the student information system is accurate. Note that when you
process a delete in any one of the three lists for Spring, Summer or Fall/Winter
offerings, the other two lists will automatically update.

As you begin to edit course offering and timetable request
information...

Course re-numbering

When it is anticipated that a course will be renumbered through UPC yet the
new number has not been approved, please create your course offering and
timetable request assuming approval will be granted. Delete the old number,
and set up the new number(s) in course offering. Please indicate the course has
been renumbered and provide the old number(s). Most course re-numbering is
approved; however we will roll-back a course number at a later date, prior to
publication, should it not receive approval. Please do not submit timetabling
forms for both old and new number as that sets our system up to timetable
two courses when the intention is to only timetable one course. This places
unnecessary strain on classrooms and student program schedules during the
construction process.

Requests for Course Size Greater than 382:

Course components with an estimated class maximum greater than 382
students in Fall and Winter terms have only one option for space assighment

- David S. Howes Theatre. The student capacity on that space is 495. Until
recently, the Scheduling unit had only formal permission to schedule in that
space in day time hours running between 0800 and 1700 Monday through Friday.
For that reason, the option on estimated class maximum in Timetable Request
was set at 382 (capacity of the second largest room - TH247) for any selection
for late afternoon or evening. Commencing with the 2013-14 timetable
request cycle we now have approval to run classes in DHOWES Monday through
Wednesday late afternoon periods, as well as Monday and Tuesday evening
periods. The class maximum limit has been raised on both the late afternoon
and evening time of day selections to allow departments to request size
greater than 382 in the late afternoon and evening options.

Classroom woes

It is no secret that our entire set of general lecture spaces are timetabled

at a rate which could be described as gaping at the seams. As course section
anticipated enrolment sizes grow one classroom, in particular, is always over-
subscribed going into timetable construction.

The Scheduling office has consistently received requests to schedule David

S. Howes for class hours greater than 100% of its total capacity in the ‘day’
selection. Also, with respect to the late afternoon requests we are not able to
handle more than 3 course offerings per term in that time slot, and normally
2 course offerings per term in the evening slots (the teaching pattern must be
1, two hour slot in order to optimize hours). Departments that are currently



(traditionally) using this space as well as those hoping to use the space for the first time in 2013-14 should
consider alternative methods for course delivery where possible. Negotiation for over limit on number of face-
to-face scheduled hours will need to occur prior to construction of the timetable on David Howes and potentially
other large capacity rooms.

BUFA Accommodation Requests

The deadline for new and renewed requests for BUFA accommodations to be received by the Registrar and
for review by the BUFA Timetabling Committee is February 1, 2013. While the memo will be sent out in early
December, requests can be made early.

Our Course Timetable Timelines
Our timelines are set based on the resources required to process workload to be registration ready.

Spring and Summer 2013

o Department deadline for submission - November 23

« Databases set up, construction, post-construction
verification, upload to the University student
information system - Final week in November to
Christmas break

« Timetables released back to teaching departments and
Deans in early January for review

o Updates for staffing, hiring, budget adjustments, and
student program reported back to Scheduling on-going
to late February (including exam schedules)

« Final* Course and Exam Timetables posted for students
March 1st for registration planning

o Registration begins 3rd week of March

Fall and Winter 2013-2014

o Department deadline for submission - January 31

« Databases set up, construction, post-construction FACT: Schedu[ing
verification, upload to the University student . . .
information system - February and March timelines for timetable

« Timetables released back to teaching departments and . .
Deans in early April for review construction occur earlier

« Updates for staffing, hiring, budget adjustments, and

student program reported back to Scheduling on-going than bUdgetS are known and

to late May. Formal deadline for the bulk of changes is before contract hiring has

set two weeks from the release date to allow time for

processing prior to release to students. occurred in some cases. We
« Final course timetable posted for student review and .

planning June 1. understand that and will

« Year 1 registration begins mid-June; upper year

registration begins in early July. do what we can to adJUSt

More detailed deadlines on timetable construction, the timetable accordmgly.

department/program review periods, registration ready Brock’s timetables are never
publication and registration opening dates will appear in .
the January/February newsletter. really final.



