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Disclaimer

The Office of Graduate Studies has attempted to ensure the accuracy of this on-line Graduate Calendar. However, the publication of information in this document does not bind the
university to the provision of courses, programs, schedules of studies, fees, or facilities aslisted herein.

Limitations
The University of Guelph reserves the right to change without notice any information contained in this calendar, including any rule or regulation pertaining to the standards for

admission to, the requirements for the continuation of study in, and the requirements for the granting of degrees or diplomasin any or al of its programs.

The university will not be liable for any interruption in, or cancellation of, any academic activities as set forth in this calendar and related information where such interruption is
caused by fire, strike, lock-out, inability to procure materials or trades, restrictive laws or governmental regulations, actions taken by the faculty, staff or students of the university or
by others, civil unrest or disobedience, Public Health Emergencies, or any other cause of any kind beyond the reasonable control of the university.

The University of Guelph reaffirms section 1 of the Ontario Human Rights Code, 1981, which prohibits discrimination on the grounds of race, ancestry, place of origin, colour, ethnic
origin, citizenship, creed, sex, sexual orientation, handicap, age, marital status or family status.

The university encourages applications from women, aboriginal peoples, visible minorities, persons with disabilities, and members of other under-represented groups.




I ntroduction

Collection, Use and Disclosure of Personal | nfor mation

Personal information is collected under the authority of the University of Guelph Act (1964), and in accordance with Ontario's Freedom of Information and Protection of Privacy Act
(FIPPA) http://www.e-laws.gov.on.ca/DBL aws/Statutes/English/90f31_e.htm. This information is used by University officials in order to carry out their authorized academic and
administrative responsibilities and also to establish arelationship for alumni and devel opment purposes. Certain personal information is disclosed to external agencies, including the
Ontario Universities Application Centre, the Ministry of Training, Colleges and Universities, and Statistics Canada, for statistical and planning purposes, and is disclosed to other
individuals or organizations in accordance with the Office of Registrarial Services Departmental Policy on the Release of Student Information. For details on the use and disclosure
of thisinformation call the Office of Registrarial Services at the University at (519) 824-4120 or see http://www.uoguel ph.calregistrar/registrar/index.cfm?index.

Statistics Canada - Notification of Disclosure
For further information, please see Statistics Canada's web site at http://www.statcan.gc.ca and Section X1V Statistics Canada

Addressfor University Communication

Depending on the nature and timing of the communication, the University may use one of these addresses to communicate with students. Students are, therefore, responsible for
checking all of the following on aregular basis:

Email Address

The University issued email address is considered an official means of communication with the student and will be used for correspondence from the University. Students are
responsible for monitoring their University-issued email account regularly.

HomeAddress
Students are responsible for maintaining a current mailing address with the University. Address changes can be made, in writing, through the Office of Graduate Studies.

Name Changes

The University of Guelph is committed to the integrity of its student records, therefore, each student is required to provide either on application for admission or on personal data
forms required for registration, hisher complete, legal name. Any requests to change a name, by means of ateration, deletion, substitution or addition, must be accompanied by
appropriate supporting documentation.

Student Confidentiality and Release of Student I nfor mation Policy Excer pt

The University undertakes to protect the privacy of each student and the confidentiality of his or her record. To this end the University shall refuse to disclose personal information
to any person other than the individual to whom the information relates where disclosure would constitute an unjustified invasion of the personal privacy of that person or of any
other individual. All members of the University community must respect the confidential nature of the student information which they acquire in the course of their work.

Complete policy at http://www.uoguel ph.ca/policies.
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VI. Procedures

V1. Procedures

Includes university-wide procedures on the scheduling of graduate courses.
Scheduling

Graduate Course Timetable

Thescheduling of dl graduate coursesisthe responsibility of the ORS Scheduling Services.

The scheduling cycle for each Fall and Winter semester commences approximately one
year in advance. Since returning students select Summer courses in March, at the same
time they select Fall courses, the Summer scheduling cycle is contemporaneous with the
Fall cycle. Course scheduling request data is due in Scheduling for Summer and Fall
semesters at the end of the preceding September, for Winter semesters at the end of the
preceding March; specific dates to be established in Scheduling each year. The official

timetable for each semester is published on WebAdvisor two weeks prior to the
commencement of theinitial Course Selection period for that semester (for Summer and
Fall in mid-February, for Winter in mid-September.)

All courses are scheduled according to the Senate approved slot system which alows for
3 x 1 hour slots meeting at the same time on Monday, Wednesday and Friday, 2 x 1.5
hour slots meeting at the same time on Tuesday and Thursday and 3-hour evening slots
M-F. This basic grid is overlaid with 1x 3 hour slots and slots for other approved class
formats (e.g. 1 x 4 hr) in such away asto minimize course conflicts and maximize efficient
use of teaching space. Courses may also be published with time “TBA”. In these cases it
is the responsibility of the department/school to communicate first meeting information
to registered students prior to the commencement of classes. Prior to the commencement
of classes, regular class meeting times may not be assigned to classes published as“ TBA”.
If a department/school wishes to assign times for regular class meetings after the
commencement of classes, registered and (within the Add period) interested students must
be consulted. The times sel ected for regular class meetings must be unanimously supported
by studentsin a secret ballot, and comply with all scheduling regulations.

The University scheduling day runsfrom 0830-1730 and 1900-2200; Senate has approved
the 1730-1900 “University Time” as a period which shall be free of al regular class
meetings, labs, and seminars.

Chair/Director’s Responsibilities

The Chair/Director or the designated Department/School Timetable Coordinator is
responsible for the following:

1. Submitting to Scheduling Services, no later than the established deadline, and as per
Scheduling instructions, complete requestsfor coursesto be offered in the subsequent
academic year.

2. Acting as liaison between instructors and Scheduling on all aspects of scheduling,
including collecting information relevant to course scheduling from instructors,
submitting it appropriately.

3. Ensuring all courses are offered in the semester and format indicated in the Graduate
Calendar, Section VIII.

4. Approving the department’s course schedule before publication. Thisinvolves checking
that no conflicts exist in instructor or program schedules.

5. Calculating projected enrollments for the subseguent academic year and monitoring
enrollmentsthrough course sel ection periods, making adjustmentsto course capacities
and the availability of sections as necessary.

6. Advising Scheduling immediately of changes to instructor assignments. Where late
instructor assignments are necessary, assigning instructorsin such away asto avoid
conflicts.

Instructor's Responsibilities

1. Instructors are responsible for communicating to the Chair/Director or Department
Timetable Coordinator, prior to the deadlines established within their
department/school, any information relevant to the scheduling of courses in the
subseguent academic year.

2. Instructors are expected to familiarize themsel ves with rooms assigned to their courses
in advance of the commencement of classes.

Registrar's Responsibilities
Scheduling Services, taking into account requests from academic unitsfor preferred class
times, creates the university timetable according to the following priorities:

i. Noinstructor conflicts exist.

ii. Classroom spaceisallocated to courses on the basis of projected enrollments provided
by the offering departments, and in such a way as to maximize the effective and
efficient use of teaching space.

iii. Departmental requirements, requested by the Chair/Director or Department Timetable
Coordinator, are met where possible.

Changesto the Published Graduate Course Timetable

Additional Hour s/Sections

If it becomes necessary to schedule additional sections by adding lectures/labs/seminars
based on course selection numbers, the request for scheduling is to be initiated by the
Chair/Director or Department Timetable Coordinator and made to Scheduling Services.

Cancellations and Time Changes

Once the course timetable has been published on WebAdvisor, requests for changes to
class meeting times cannot be processed except in emergency circumstances and as
approved by the Office of the Assistant VP of Graduate Studies/Designate. To obtain the
approva of the Assistant VP of Graduate Studies/Designate in such circumstances, to
change a class meeting time or to cancel a course, the Chair/Director should write via
electronic mail, providing reasons for the request, to the Assistant VP Graduate
Studies/Designate, the College Dean, and the Assistant Registrar, Scheduling. After the
commencement of Course Selection, the Chair/Director is responsible for ensuring that
students are not disadvantaged by any changes. This involves choosing alternate times
that are conflict-free for all registered students, and communicating via electronic mail
to all students the details of any change affecting their schedules.

» Time changes after the publication of the timetable, prior to the commencement of
classes. Changes in scheduled meeting times are approved only in emergency
circumstances (see above).

» Time changes after the commencement of classes. After the commencement of classes,
changes to scheduled meeting times are permitted. Changes may be initiated by the
instructor with his’her class, but are normally not made until after the end of the
Course Selection/Add period unless the change is to accommodate students who
would otherwise be unable to register in the course. Time changes made after the
commencement of classes must not create conflicts for any registered students and
must have the unanimous written approval of all registered students as determined
by a secret ballot. New times must comply with University scheduling regulations
and the academic unit offering the course should keep a record of student approval
on file. Once approval is obtained, a request for the time change and new room
assignment should be submitted by the Chair/Director or Department Timetable
Coordinator to Scheduling Services, O.R.S. so that the time and room can be updated
on WebAdvisor. Theinstructor isresponsible for ensuring that all registered students
can attend during the new meeting times and for informing students of new times and
room assignments.

Classroom Assignments

Scheduling Servicesisresponsible for the assignment of all central inventory classrooms
and reassigns rooms as necessary. The assignment of classroom space to regularly
scheduled Undergraduate, Graduate and Diploma courses takes priority over al other
classroom uses. Until the main Course Selection periods have concluded and space has
been allocated to regularly scheduled classes, classroom space is not assigned within the
semester for any other purpose.

Classroom Assignments for Regularly Scheduled Cour ses

Scheduling Services assigns classrooms for regularly scheduled classesin such away as
to maximize the accommodeation of enrollment numbers, accessto presentation technology
and other classroom attributes as requested by the offering department, accommodation
of instructor or student disability, and the effective and efficient use of the centra classroom
inventory.

The Chair/Director or Department Timetable Coordinator should send requests for the
assignment of alternate teaching space to Scheduling as required by changing enrollment
numbers. Scheduling reassigns classroom space as necessary and as availability permits.
Course enrollment must not exceed the capacity of rooms assigned to courses. Until
additional classroom space can be assigned, additional students are not registered. (In
specia circumstances, approval may be granted by the Assistant Registrar, Scheduling
for small classroom overloads as part of an overall enrollment management strategy.)

Instructors requesting classroom changes for other reasons should forward their request
through their Chair/Director or Department Timetable Coordinator to Scheduling Services
via electronic mail. Note that to ensure that highest priority needs are met first, and to
reduce confusion on campus at the beginning of the semester, Scheduling cannot
accommodate requests for classroom changes in the week preceding the commencement
of classes or thefirst two weeks of classes. Exceptionsare madefor 1) enrollment changes
2) student/instructor disability 3) exceptional circumstances as approved by the Assistant
Registrar, Scheduling. Requests made for other reasons will be neither accepted nor
accommodated during this three-week period.

If classroom space assigned to a course is not required, instructors should inform their
Chair/Director or Department Timetable Coordinator, as soon as possible so that Scheduling
can be advised to free the space for other uses.

If rooms are required only occasionaly for classes, they should not be held for full
semesters, rather one-time or temporary bookings should be made through the Scheduling
Reservations Clerk, as below.
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Other Classroom Bookings

For non-regularly scheduled classes, meetings, academic conferences, tests, etc. classroom
bookings may be made through the Scheduling Reservations Clerk by University of Guelph
faculty, staff and students. Please send requests by electronic mail to
classroomreservations@registrar.uoguel ph.ca.
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