Schedule of Classes Process – 2018/2019
· November 10, 2017:  Deans Office will distribute the Summer/Fall 2018 Class Schedule Report with suggested required seats per course based on projections from incoming freshmen and current enrollment.

· December 1, 2017:  Departments will enter preliminary Summer/Fall 2018 Schedules in Salesforce.  Departments will provide a written report to the Deans Office with justifications for deviating from the Dean’s Office schedule recommendations.
· December 8, 2017:  Deans Office provides final feedback on preliminary Summer/Fall 2018 schedules.

· December 11, 2017: AACSB Calculations reviewed by E-Committee for Fall 2018.

· December 15, 2017:  Final Summer/Fall 2018 Schedules due in Salesforce.

· Major Changes require Deans Office Approval after this date:  Adding/Removing organized classes, Changing class times, Changing max enrollment or room sizes.

· Minor Changes do not require Deans Office approval:  Changing instructor, Adding/Removing individualized classes (example: independent study, dissertation, honors thesis), or any changes to Graduate level classes.
· December 15, 2017:  Final Summer/Fall 2018 Schedules due in Salesforce.

· December 15, 2017: 2018/2019 Faculty Course Release Requests due in Salesforce.
· January 12, 2018: Deans Office review of Special Topics and Independent Study.

· January 12, 2018-March 2018:  Central Scheduling Process (Summer/Fall 2018).

· Early March 2018:  Summer/Fall 2018 class schedules available for students to view in UAConnect.
· April 9, 2018:  Deans Office will distribute the Spring 2019 Class Schedule Reports with suggested required seats per course based on projections from incoming freshmen and current enrollment.
· April 20, 2018:  Deadline for Deans Office to notify Departments about Summer I and II class cancellations due to workload issues.
· April 23, 2018:  Departments will enter preliminary Spring 2019 Schedules in Salesforce.  Departments will provide a written report to the Deans Office with justifications for deviating from the Dean’s Office schedule recommendations.
· April 27, 2018:  Deans Office provides justification of small class enrollment to Provost’s Office.

· April 30, 2018:  Deans Office provides final feedback on preliminary Spring 2019 schedules.
· May 11, 2018:  Final Spring 2019 Schedules due in Salesforce.

· Major Changes require Deans Office Approval after this date:  Adding/Removing organized classes, Changing class times, Changing max enrollment or room sizes.

· Minor Changes do not require Deans Office approval:  Changing instructor, Adding/Removing individualized classes (example: independent study, dissertation, honors thesis), or any changes to Graduate level classes.
· May 14-June 2018:  Data entry to update Spring 2019 schedule in UAConnect.
· June 1, 2018: Deans Office review of Special Topics and Independent Study.

· July 1, 2018: Departments finalize instructor of record in Salesforce for Summer/Fall.
· Summer 2018:  Central Scheduling Process (Spring 2019).

· August 1, 2018:  Deadline for Deans Office to notify Departments about Fall class cancellations due to low enrollment.

· September 2018:  Spring 2019 class schedules available for students to view in UAConnect.
· November 1, 2018: Departments finalize instructor of record in Salesforce for Spring.
Schedule Process:  

Summer/Fall:  A copy of the Summer/Fall class data from the previous year will be loaded into Salesforce.  Each department is responsible for modifying their class schedules in the system for the next year.  The Deans Office will distribute a report showing required classes and enrollment needs. Reports are available within Salesforce to provide information about Prime/Non-Prime time compliance and AACSB calculations.  
Submit new adjuncts for approval in the “Candidates” tab on Salesforce.  

Study Abroad Classes:


Academic Departments are responsible for adding study abroad class information in Salesforce.  If you are unsure of the exact class subject or number, please enter a best guess and the Office of Academic Information will coordinate with the Undergraduate Programs Office and Study Abroad to determine the appropriate information.  Indicate the class is study abroad using the Location drop down list “Off-Campus Study Abroad”.
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Online Classes:
· The Walton College Online class schedule requirements can be found on the W drive at 
· Walton College Network Drive/College/Assistant Department Chairs
· Identify online classes by selecting “Online” or “Blended Delivery” in the Location field.
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· Online section numbers begin with 901.
· If an online class requires students to meet online at a specific time, please list that information in the Scheduling Comments textbox.
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Class Size:    Please help us maximize room utilization by setting class size at your best estimate of enrollment expected.  It is not necessary to lower class size in order to hold back seats.  Max sizes can be adjusted later to manage enrollment.  Oversubscribed times are reviewed by room size requested:  all requests for 24, 28, 29, 42, 46, 72, 87, 130+ (auditoriums) are considered within their size category.  A class with a max size of 60 will have to be considered with the 72’s, and in most cases, we would not ask a department to move a class which expects 60 students in favor of one expecting 50.  

Policies on Distribution of Class Times

· No more than 65% of classes can be scheduled during the prime time period of 9:30am – 2:30pm.  Any class with a start time or end time during this period is considered a prime time class.  Please note that the prime/non-prime calculations are based on subject code.  Thus, each code:  ACCT, ECON, FINN, ISYS, MGMT, MKTG, SCMT, and WCOB will be analyzed individually. 
· At least 30% of classes requiring classroom space must be scheduled at times other than Tuesday/Thursday before 6:00 pm.
· Once-per-week classes must be paired with the same start time, meeting pattern, and room type.  For instance, a class that meets on Tuesday from 12:30pm – 4:20pm must be paired with another class that meets on Thursday from 12:30pm – 4:20pm which can utilize the same room.  This will allow for more efficient use of the room space.  Exceptions will be made only when a pairing is not applicable.  Once-per-week classes must also have a start time that is consistent with the start times of that day’s meeting pattern.  For instance, a class on M, W, or F must start at the half hour.   
Listed below are all official class periods for the Fall, Spring and Summer terms. Classes must be taught at times conforming to these periods unless an exception has been approved by the Office of the Registrar, in conjunction with the Office of the Provost. Exceptions will be approved on an individual basis and for one term only. To request an exception, complete the Official Class Times Exception form and email or fax it to the Office of the Registrar at registra@uark.edu or 575-4651. Colleges are expected to ensure that their department course offerings conform to approved class periods.

Classes that do not comply with the Official Class Times Policy are subject to cancellation.
Fall and Spring

	MWF

MWF

MWF

MWF

MWF

MWF

MWF

MWF

MW

MWF

MW

MWF

MW

MW
	7:30 am - 8:20 am

8:35 am - 9:25 am

9:40 am - 10:30 am
10:45 am - 11:35 am

11:50 am - 12:40 pm

12:55 pm - 1:45 pm

2:00 pm - 2:50 pm

3:05 pm - 3:55 pm

3:05 pm - 4:20 pm

4:10 pm – 5:00 pm

4:35 pm - 5:50 pm

5:15 pm - 6:05 pm

6:20 pm – 7:35 pm

7:50 pm – 9:05 pm
	TR

TR

TR

TR

TR

TR

TR

TR

TR

TR


	 8:00 am - 9:15 am

 9:30 am - 10:45 am

 11:00 am - 12:15 pm

 12:30 pm - 1:45 pm

 2:00 pm - 3:15 pm

 3:30 pm - 4:45 pm

 4:00 pm - 5:15 pm

 4:30 pm – 5:45 pm

 6:00 pm – 7:15 pm

 7:30 pm – 8:45 pm
	The following times may only be used for classes awarding 1 hour of credit:

TR       8:00 am - 8:50 am

TR       9:30 am - 10:20 am

TR       11:00 am - 11:50 am

TR       12:30 pm - 1:20 pm

TR       2:00 pm - 2:50 pm

TR       3:30 pm - 4:20 pm

TR       4:00 pm - 4:50 pm

TR       4:30 pm - 5:20 pm




Note:  Class times in bold are 75 minutes while regular text is for 50 minute class periods.
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*10 Week, *8 Week, Five Week First, and Five Week Second:

M-F 7:30am.to 9:00am
M-F 9:15 am. to 10:45 am.
M-F 11:00 am.to 12:30 pm.
M-F 12:45pm.to2:15pm.
M-F 230 p.m. t04:00 p.m.
M-F 4:15 p.m. to 5:45 p.m.
M-F 600p.m.to7:30 p.m.

M-F 7:45p.m.t0 9:15 p.m.




May and August Intersessions consist of 10 class days and one additional day for finals.  It is necessary to schedule classes on Saturdays to fulfill the minimum number of class days.  Please reference the 5 Year Academic Calendar to determine whether Sundays are being utilized for a specific intersession.  Classes to be offered and class meeting times are at the discretion of each department, but equivalent in-class time is required for the number of credit hours awarded (12.5 hours of class time for each credit hour).  The following guidelines for in-class time apply to both May and August Intersessions:

· 5 hour class periods for four credit hour classes

· 3 hour, 45 minute class periods for three credit hour classes

· 2 hour, 30 minute class periods for two credit hour classes 

· 1 hour, 15 minute class period for one credit hour classes (approximately 4 hours for labs)
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