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Date:
September 2, 2008
To:
Faculty

Cc:
Deans, Associate Deans
From:
Shelly Graff, Scheduling Supervisor

RE:
Request for Fall 2008 Final Exams

Please find attached a list of courses within your Faculty that are eligible to request an on-campus final exam during the examination period of December 4-13, 2008.  

This is our third semester using Infosilem to schedule final examinations.  Infosilem is the new scheduling software purchased in 2007 to manage exam, course, and event scheduling at both Douglas College campuses.  For continued success of this process, we are requesting that the following information be provided on or before the deadline of September 12, 2008.  

· If no final examinations are required or if the final exam is not being held on-campus, please draw a line through the course information on the list provided.
· Please see an explanation of the information required and a description of column headings on the attached sheet.

Thank you for your support with our third examination schedule using Infosilem. 
	Column
	Description

	

	CRN: 

	Acronym for Course Reference Number

	

	Subj: 

	Course subject acronym

	

	Numb: 

	Course number

	

	Sec:  

	Section number assigned to an individual course section

	

	Exmbl:  

	Examinable.  Only examinable courses will be listed on this report

	

	Meet Days: 
	M = Monday; T = Tuesday; W = Wednesday; R = Thursday; F = Friday;  

S = Saturday; U = Sunday

	

	Exam Hours:
	Indicate whether the exam will be 2 or 3 hours in length

	

	# of Seats:  
	Leave blank.  This information will be the same as provided in Banner

	

	Common With:
 
	If the same exam is going to be given to two or more sections of the same course, please indicate the course number and sections. I.e. If ACCT 1110 section 001 will be writing the same exam as ACCT 1110 section 002, in the “common with” column for ACCT 1110 section 001 write ACCT 1110-002.  In the “common with” column for ACCT 1110 section 002, write ACCT 1110-001  

	

	Instructor:
 
	Leave blank.  This will be the same as information provided in Banner.  It is essential that the instructor(s) of the course be correct in Banner.  Any changes of course instructor must be submitted on the Course Schedule Change form.  No changes of course instructor name(s) will be made from the Exam Schedule Validation report.

	

	Comment:

	Indicate if specific equipment is required, such as piano or specific computer software.  For large common exams, please clearly indicate whether a lecture theatre or the gymnasium (at the New Westminster campus) is unsuitable.









