
DATE:

February 1, 2008
TO:

Department Scheduling Officers
FROM:    
Don Steeples, Vice Provost

RE:

Advanced Assignments: Media Classrooms – Spring 2009

Please forward the attached form to faculty in your department and encourage them to complete and return the form to the Registrar’s office by the June 12, 2008, deadline. A hardcopy of the form will be sent through campus mail to scheduling officers and chairs only. The form is available for download on the Registrar’s website (http://www.registrar.ku.edu/).


The more flexibility faculty have in regard to the times and days their classes are offered, the greater the opportunity for assignment to one of the media rooms. Individuals who do not take advantage of the “advanced” assignment process will have even less flexibility in assigned times and days. Please feel free to duplicate the form and strongly encourage faculty wishing to be assigned to a media classroom to complete the form. All forms must be received in the Registrar’s Office by 5:00 p.m. on Thursday, June 12, 2008. Requests received after the deadline will not receive advanced assignments and will be returned to the scheduling officer for assignment during the first round of Schedule-of-Classes edit. 

Incomplete request forms will not receive advanced assignments.

This includes forms without:

· an instructor’s name (“staff” or scheduling officer’s name are not acceptable)

· course name/number

· a preferred date and time.

The faculty member should complete the form indicating the specific type of media projected for use in the course and return the completed form to the scheduling officer. Forms received in the Registrar’s Office must be signed by the department scheduling officer to receive an assignment. Anyone requesting a time outside the standard meeting pattern must complete a “Request for Non-Standard Meeting Pattern for Class at KU-Lawrence” form, unless the time has been previously approved. Requests for media classrooms outside the standard time without an accompanying or approved non-standard request form will not receive advance consideration.


I appreciate your assistance in this process. Assignments will be made by the Registrar’s Office. Letters will be sent from the Registrar’s Office notifying instructors and department scheduling officers of assignments.

**Reminder:  Auditoria Assignments should be sent directly to the Office of the Registrar by May 1, 2008.


These forms apply only to assignment to media classrooms. Should class enrollments exceed the designated room capacities and require assignment to an auditorium, please note the type of media and its use on the scheduling information you submit directly to the Registrar’s Office. This information will help that office incorporate instructor media needs into assignment to lecture halls and auditoria.
cc: 
Department Chairs 


