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DESCRIPTION:

The online college calendar is updated twice a year.
A call goes out from the Associate Registrar, Admissions in early January to submit changes by mid-February.  There is one opportunity to proof and then the updates are moved to the production calendar website approximately by the beginning of May.

The second call goes out in early September with changes to be submitted by mid-October.  There is one opportunity to proof and then the updates are moved to the production calendar website by approximately the beginning of December.

Opportunities to make changes to the calendar can only be done during these times.
STEPS:
1.  
If you have changes to the existing calendar copy and if the changes consist of just a few word changes, print the pages off the web and submit your changes to the Associate Registrar, Admissions clearly identifying where the change needs to be made.  Please mark your changes in red pen.  

2.  
If the change consists of more than one or two words, you must submit the changes as an attachment by e-mail.  Do not send hard copy attachments.
3.  
To review your section of the calendar, go to 

http://www.douglas.bc.ca/calendar.html 

4.
For questions, contact the Associate Registrar, Admissions.  
NOTE:   Ensure updates that have occurred as a result of changes approved through a governance structure, including new programs, program revisions, and curriculum guidelines that have been approved through Education Council are included in your submissions.  
REFERENCES:
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