How to fill out the…


Undergraduate Schedule of Studies Change Request
1. The top of the form requires your basic student information. (Your degree program is BAS).
2. Current Schedule of Studies: This is what you are currently signed up as.

a) Program type → For BAS students this is always going to be “HONOURS”.
b) Calendar to be used → Usually the year that you started (e.g. 19/20).
c) Specialization → Only fill this in if you have already declared your minors.
d) College → The BAS is a part of the College of Arts, so write “ARTS(BAS)”.
3. Revised Schedule of Studies: (DECLARING YOUR MINORS)
a) If you aren’t changing your minor or program, put an “X” in the space for “No change”.
b) Program type → For BAS students this is always going to be “HONOURS”.
c) Calendar to be used → If you leave this blank, your calendar will automatically default to the year that you are declaring your minors.  Put the undergraduate calendar year that you will be following.
d) Specializations: 
I. Type → for #1 & #2 put “minor” (you can only do “minors” in BAS).
II. Subject → the subject abbreviation will do here (e.g. BIOL, ENGL, CHEM, POLS).
III. Advisor Approval → You will need your academic advisor to sign and date this part.  Find them at https://www.uoguelph.ca/uaic/facultyadvisors. 

4. Course Substitutions:
a) Requirement → This is the class that you would like to replace, if applicable.
b) Substitute → This is the class that will replace it, if applicable.
5. Course Exemptions: This is only completed if you are exempted from a course by a faculty/academic advisor.  This can happen for several reasons. (e.g. Taken another course, already have enough background and knowledge in course material, etc.)
6. Waiver of Schedule of Study Requirements: This is where faculty may choose to elaborate on the decisions about substitutions or exemptions.  This is also where faculty can justify waiving certain requirements listed in either of your minors or your core requirements.
7. Signatures:
a) Student Signature → Don’t forget to include your own signature!
b) Departmental Advisor → This is where the faculty authorizing your substitution, exemption, waiver, or either one of your academic advisors for either minor needs to sign.
c) Program Counsellor → This is me.  I will always be your LAST signature so that I can take a copy of the completed form (the pink one) for your file.
Once everything is filled out….

…IF YOU’RE DECLARING YOUR MINORS: Take it to the UC 3rd Floor at the Office of the Registrar.
…IF YOU ARE GETTING A COURSE SUB/EX/WAIVED: Leave the form with the BAS Program Counsellor to keep in your file.

Make sure to keep a copy for yourself, if necessary.
BACHELOR of ARTS & SCIENCES


