Department Chairs Meeting

September 3, 2008
Schedule Building Tips

1. Schedule Building: First Turnaround
The first turnaround should have been submitted to your dean by now. The following issues should be considered while building the first draft:
a. Courses stay within college scheduling patterns
b. Dept chairs are not scheduled to teach on Tuesdays between 12:30 – 1:30 (college hour) since dept chair meetings are the first Tuesday of the month.
c. Full time faculty are not scheduled to teach between 3 – 5 pm on Mondays.
d. Part time faculty with Preference Rights should be assigned courses before other part time faculty with out Preference Rights. 
e. Good spread of curriculum during the day, the week and in Brentwood.
f. New 900 and new online courses should be submitted to the dean to forward to Curriculum Committee for the first meeting of the curriculum committee
g. Existing 900s require a ‘900 scheduling form’ to be submitted along with the first draft from chairs.  (As a reminder, a 900 course can only be offered up to 3 times, within a maximum period of 24 months)
h. Schedule the course at this stage in a ‘smart’ classroom if the instructor needs a ‘smart’ classroom
i. Determine which courses should be late start courses and schedule them accordingly at this stage
j. If you need a different room other than one assigned on the print out, please check the room book first.
k. The college is aiming for a 5% total growth based on student demand and specific program needs.  This will vary by program.
l. Use enrollment data from Cognos to help you make decisions about which courses to add or to not offer and what time of the day works or does not. Link to Cognos is http://siren.4cd.net/cognos/cgi-bin/login.exe .  User id is “red” and password is ‘where’stheFTES?’
2. Schedule Building: Second Turnaround
The second turnaround of the schedule will reach your mailbox shortly. Please finalize the following in this turnaround:

a. Name of instructor for each course (unless you will be hiring a new instructor to teach this course) 
b. Clearly check load “A”, “AC”, or “C” contract for each instructor.  This information goes on load sheets to faculty at the end of the schedule building process.
c. Check load limits for part time faculty. It should not exceed 67% in a semester (new maximum effective Spring 2009).  Variances for overloads can only be requested 2 times in any 6-semester span (excluding Summers). 
d. Check load limits for full time faculty. It should not exceed 150% in a semester averaged out over a single academic year. “AC” load for full time faculty should not exceed 50% each semester and can be averaged over two semesters. 
e. Please write down what software you need loaded on the computers in the lab if you are using anything other than the standard Microsoft Office Suite. Please list name of program, version and/or edition clearly on the 2nd draft. 
3. Schedule Building: First Turnaround
The purpose of the third turnaround is mainly to do final checks before the schedule is printed. 
