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▪ Departments must demonstrate even use throughout all periods (period 1 through periods 6 & 7). The number of courses per period has been confirmed by the Associate Dean of Academic Affairs; any classes moved out of that space must be replaced by another class in that period. 
▪ Courses must follow the MR or TF schedule. Faculty who wish to teach for a double period must provide justification as to why the course should be taught as a double period. Double period courses must be scheduled on Wednesdays or in the afternoons starting at period 6 (4:55pm). Courses with museum visits, studio courses, and practicum courses are exempt from this policy. 
▪ Courses must be scheduled in a way that allows students to make acceptable progress towards their degrees, avoiding overlaps within similar level degree requirements. The student pathway to graduation should be the main priority, with attention to overlaps in potential major/minor combinations or for interdisciplinary programs. Before schedule changes are requested, department chairs are required to ensure that student pathways do not conflict with the proposed plan. 
▪ FirstBridge courses will be scheduled in period 4 with the Reflective Seminar workshops being held on Wednesdays, period 4-5. Each department must contribute at least two members of faculty to teach FirstBridge each year. 
▪ Professors cannot teach more than two courses in a row (to allow time for a break) unless the professor explicitly requests it. Additionally, two double periods cannot be scheduled back-to-back. 
▪ No members of the various faculty committees should be scheduled into Monday/Thursday period 5. 
▪ Any adjunct professors (CDD) or candidates must be available at times already scheduled; if they are unable to teach at that time, Academic Affairs can give options based on scheduling needs of the targeted students. Part-time professor schedules must be confirmed before the publication of the schedule. 
▪ Department chairs are expected to attend any department chair workshops offered during the semester. 
▪ To request an exception to any of these guidelines, departments must complete the Scheduling Guidelines Exception Request form with a detailed explanation. These requests will be reviewed, and the decision communicated by academic affairs. 

