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DESCRIPTION:  
The Class Schedule Change Form is a Registrar’s office form.  This form needs to be completed if a change is made to ANY course that is in Banner.  Changes could include days and times of the course, a change in instructor, comments for a course, etc.

It is essential that every blank on the Change Form be completed.  Forms that are not complete will not be processed and will be returned by the Registrar’s Office. 

INSTRUCTIONS FOR COMPLETING THE CLASS SCHEDULE CHANGE FORM:

1. DATE – this is the date you are making the change.

2. SEMESTER – fill in the year for the appropriate term e.g. if you write in “2008” in the blank in front of “10 Winter”, this means the Winter 2008 semester.

3. Fill in CRN, SUBJ, COURSE #, SECTION # for an existing course.  If you are adding a new course, leave the CRN blank.  The CRN will be generated by Banner when the course is added.  For an added course, please use the next unused section number available for this course e.g. if last section set up in Banner is “002”, use “003” for the added section.
4. TYPE OF CHANGE – check appropriate box(es) for all changes being made.  If the change you require is not listed, complete the information on the blank line.

5. START DATE AND END DATE – Enter Start Date and End Date (these are the dates of the term from the Class Submission form not the actual course dates).
6. DAY(S) – circle the days of the week that apply to this course

TO:
enter the current days and times that the course is changing to
FROM:  enter the current days and times for the course.

If there is no change to the days and times, you still must enter the current days and time in the “FROM” section.

TIME(S) – enter the times for this course using the 24 hour clock (10am is 1000, 1pm is 1300).  The end time of the course is 10 minutes before the hour to allow time for students and instructors to change classrooms.  e.g. a class that meets from 10am – 12 noon would be recorded as 1000-1150.

7. CAMPUS, ROOM, CLASS SIZE AND PER OUTLINE – 

CAMPUS – indicate the Campus by checking the appropriate box.

ROOM – enter the Room # (leave it blank if a room ahs not yet been assigned)

CLASS SIZE – Indicate the maximum enrolment for this section.  Class size is the number of students you will accept in this class.

PER OUTLINE – is the number of students indicated on the Curriculum Guideline.  This does not change.
8. PRIMARY INSTRUCTOR – This is the instructor who will be entering the grades.  This is the only instructor that will appear on the web.  Put an asterisk beside the primary instructor’s name.

ADDITIONAL INSTRUCTORS(S) – Other instructors should be listed as additional instructors (if there are any).

9. COURSE COMMENTS/RESTRICTIONS – Enter a Course Comment or Restriction Comment (if applicable) – such as “This course is restricted to Health Sciences Students”.  This course must be taken in conjunction with EASL 0135”.  Or the comment could be the reason a course is changed or cancelled, e.g. due to low enrolment.
10. SIGNATURES – “Instructor signature” is either the instructor or the Chair/Coordinator.  “Department Head signature” is either the Dean or the designated Chair/Coordinator.
STEPS:
1. Send all of the copies of the completed form to the Registrar’s Office.  Keep a photocopy for your records in case your Change Form gets lost.  Use the copy to update your Workload document if this is an Instructor Change, or to change your room booking sheets if there is a day and/or time and/or room change.

2. When the goldenrod copy of the Change Form is returned to you by the Registrar’s Office indicating that the change has been processed, you can enter the Faculty Workload information for this course/instructor into Banner if this is an instructor change and discard/recycle the photocopy.
REFERENCES:

1. Faculty Workload Instructions.  Number XXXX.
ATTACHMENTS:
1. Class Schedule Change Form Instructions
2. Sample Class Schedule Change form (4 part form)

