Purpose: The purpose of this document is to outline the process for updating SOM course schedules and space request
Determine estimated Designated Degree Program or er ey menls (Erees
R number of attendees Create Classroom Request Residency Program . uaksly - .
Assemble all curricular R . . additions or updates, submit
. X and preferred rooms. spreadsheet for quarter being Representative uploads Designated
£ activities according to dentif ifi heduled This will be all d eul hedul X il requests to Scheduler per Appeals
course number within Identify specific scheduled This will be all courses requested curriculum schedule/ Representative wi Process.®
o o W technical needs for and all curricular activities (ex: curricular activity Classroom .| provide a list of all T .
o0 Start specific degree program » L . . . R > R R > If change requires immediate End
o ) . room (i.e video, orientation) with courses in a Usage spreadsheet including the courses that need to .
= or residency curriculum - ) . . attention call Scheduler and send
o _— o . active learning, specific degree or residency UME master 1-page spreadsheet be removed from - . R
within specific residency o . . an email with subject line
rogram course number, CRN program. Must name specific into Teams previous schedule “Curriculum”
prog and enrollment course(s) for each curricular activity “Academic Representatives”! @ e e 7
(student count) (see page 2 for due dates) P e R
A
L No l L
Com.bine requests into Sl e TR Review schedule Route final schedule Update schedule in e e e
a single schedule to Send master and report any to Delegates and Trumba after .
. Y . schedule to Central - ’ : P and Designated
identifiy any conflicts schedule to R errors or conflicts to Leadership for final receiving final
K . Input all schedules Campus Registrar |——— o h Reps when
Leadership for final ) Campus within 3 review requests from o
. via _ complete
sign-off? . days (Due within 3 days) Campus
email
A
Yes
—
Q Send revised
-g schedule to
(] Delegates for
<
O approval
(%]
Consult delegates A\
fi?];j?nc::;?nal Have conflicts )
. ’ been resolved? Yes
alternatives and
flexibility
No
Route to Taskforce
to make final
scheduling decisions
%)
>
Q.
—
€ © Review schedule
8 7 and provide a list of )
= ‘o0 space requests
= 9 (dates & times)
+ o
C
(]
O

Notes:
T Link to Teams: https://medsch2.sharepoint.com/sites/SOMFacilities-SOMClassSchedule/Shared%20Documents/

SOM%20Class%20Schedule/SOM%20CLASS%20SCHEDULE/
Academic%20Representatives?csf=1&web=1&e=8aYtA2&CID=36d37be4-3cca-4980-bdbf-54flebd6fa3f

2 Back up if Scheduler is out: 1% backup: Facilities Coordinator 2" backup: Medical Education 1 and Medical Education 2

3Master schedule contains name of class and start date inside the blocks and highlighted regions for clarity.
4 For any appeals to the schedule after final campus registrar approval, submit and appeal per the process(insert link)
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Academic Scheduling Process

SOM Quality Scheduling Deadlines (Approximate- Subject to Annual Variation)

Feb 25th May 8th

July 28th | October 23rd '
Nov 26th January 29th :
Jan 3rd [ March 7th

Note: Dates listed are based on the current academic year and are subject to change annually. Exact
deadlines may vary depending on when the quarter begins each year.
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