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DESCRIPTION:   
In order to post the Final Exam Schedule for students, the Registrar’s Office requests final exam information from instructors.
STEPS:

1. The Registrar’s Office sends an email to the Department Assistant (DA) and sends a blank  “Exam Schedule Validation Report” directly to each fieldbase printer requesting final exam information.
2. DA sends an email to Department Chairs informing them that the exam schedule validation report and accompanying instructions on how to complete the report is in their mailbox.  This also includes a deadline date that Chairs must return the completed exam schedule validation report to the DA.  Note:  The exam schedule validation report form must be completed even if instructors are not holding a final exam.
3. Department Chairs will contact their faculty and complete the exam schedule validation report, and submit back to the DA by the deadline date.  Note:  Some Department Chairs take their validation report submission directly to the Registrar’s Office, therefore, you can request a copy from the Registrar’s Office for your file records. 
4. Once received, the DA collects the completed Exam Schedule Validation Reports from the Chairs and makes a copy for office records before submitting original copies to the Registrar’s Office (Records Supervisor) by their deadline date.
5. The Registrar’s Office emails a Draft Final Exam Schedule to all College employees.  If the instructor requires a change, it must be authorized by the Dean.  The Dean submits all changes to the Registrar’s Office (Records Supervisor).
6. DA posts the confirmed Final Exam Schedule in their area for faculty and/or students.
REFERENCES:  N/A
ATTACHMENTS:
1. Final Exam Schedule Validation Report 

2. Sample email and memo from the Registrar’s Office regarding the Final Exam Validation Report
Greetings,

The Fall 2008 Exam Validation Reports will soon be sent to your department printer.  If you do not receive your copy by the end of the day, please contact me as soon as possible.  

 Attached is the "Request for Fall 2008 Final Exams" memo for your faculty member(s) who will be looking after the exam validation report.  As noted in the memo, this is our third semester using the new Infosilem software to schedule final exams.  Included with the memo is an explanation of the information required for the Infosilem software and a description of the Exam Validation sheet column headings.

 The deadline date to have the Exam Validation sheets returned to me is Friday Sept 12, 2008.

 Thank you for your help.  If you have any questions, please me.

Shelly Graff

Scheduling Supervisor

Douglas College

PO Box 2503 

New Westminster, BC  V3L 5B2

Ph:  (604) 527-5809 Fax: (604) 527-5696

graffs@douglas.bc.c
