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DESCRIPTION:   
If a faculty member has to cancel a class, they are encouraged to inform students through “MyDouglas” or “WebCT” and must also notify the Department Assistant (DA) who will:
STEPS:

1. Complete a class cancellation form and post outside the classroom to notify students.   Note: For evening and weekend classes, Security must be notified to post a class cancellation notice outside classroom.
2. Contact Douglas College Student Union - Course Cancellation Phone Line at: local 6242 (before 3:00 pm) to report the cancellation, which must include all information that is on the class cancellation form (refer to attachment) and any additional instructions that the instructor has provided (e.g., “Read chapters 4 & 5 of your textbook for next class.”) on voicemail. 
3. Record class cancellation in DA binder under “Class Cancellations” and notify the Department Chair/Coordinator.  Note:  For long-term absence, Department Chair/Coordinator will need to arrange for substitution. 

REFERENCES:

1. Class Cancellation Form template found under fieldbase “H” drive:   

   
 H:Math&Sci\S&T\SIGNS\STUDENT\CLASS_CANCELL
ATTACHMENTS:

2. Class Cancellation Form 
