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DESCRIPTION: 

Timetables for courses being taught are submitted to the Registrar’s Office for each semester up to a year in advance.  The Class Submission Report (CSR) forms need to be completed by the Chairs/Coordinators of each teaching area and submitted to the Administrative Officer by the first week in January along with a Faculty Workload sheet for each regular full-time faculty member that indicates what they will be teaching for the next academic year (Fall, Winter, Summer). 

STEPS:
1.
The Registrar’s Office sends out the CSRs in November each year for the Fall, Winter and Summer of the following year to each Faculty area.
2.
Copy the CSR Forms and distribute the ORIGINALS to the Chairs/Coordinators for updating along with a memo outlining the instructions on how to complete the forms and when to return them to the AO/DA.  The AO/DA keeps the copy in a file for each term.
3.
Chairs/Coordinators meet with their faculty members and complete the CSR forms. Rooms are also assigned to courses from the ones allotted to their program area.
4.
The Chair/Coordinator submits the completed CSR forms (ORIGINALS) along with a tentative Ed Plan to the Dean/AO based on the sections assigned in the Educational Plan.  
5.
 The AO/DA assigns rooms to any course which does not have a room and completes the Room Booking forms for the Facilities Department (IN PENCIL ONLY).

6.
Using the CSR forms, the AO completes a Faculty Workload document which confirms the sections assigned to each faculty member and totals and compares it with the document submitted by Chairs/Coordinators.  The AP consults the Chair/Coordinator about any changes needed to the sections allocated in the Plan. 

7.
The Chair/Coordinator or AO completes the Faculty Sections Allocation form received from Finance for each program outlining the workload for each faculty member in the program and how many sections are available for contract work.  Each full-time faculty member is assigned 8 sections. 
8.
All courses included in the timetable must be officially approved by all college governing bodies eg. DEC/FEC, Ed Council.  The ORIGINAL CSR forms need to be sign/approved by the Dean and sent to the Registrar’s Office according to established deadlines.
9.
Send a copy of the approved CSR forms and the Room Booking forms to Facilities in New Westminster and David Lam along with a memo indicating any courses which still need classrooms by the established deadlines.
REFERENCES

Faculty Workload and Banner Entry in AO Handbook
Educational Plans in AO Handbook
ATTACHMENTS
Class Submission Report form (CSR)
Registrar’s Memo regarding Completion of CSR forms
Room Booking form

