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Executive Summary 

In May 2011, Provost Rodney Erickson charged the members of the Instructional Space Task Force to 
“develop and communicate a shared set of norms and expectations for scheduling classes” at Penn 
State.  These norms and expectations should “serve students, meet the needs of faculty, and make 
effective use of our classroom facilities.”  
 
The Task Force members have spent the past year gathering data on course and instructional space 
scheduling through a variety of means including town hall meetings at multiple campuses, meetings 
with constituent groups of students, and meetings with staff, such as the campus registrars.  In addition, 
we hosted a blog where people could share their questions, thoughts and experiences related to our 
current approach to scheduling in instructional spaces throughout Penn State. Through this process we 
learned that while scheduling works reasonably well, there is a great deal of frustration with the current 
system at all levels. For example, with decentralized scheduling, students find that the classes that they 
need to schedule are offered in competing time slots, staff with scheduling responsibilities are often 
frustrated by demands that they cannot meet unless they circumvent procedures, some faculty have 
little flexibility over when they teach, and curricular innovation is hampered through the course 
schedule rollover. 
 
From this broad, year-long discussion of the principles, values and priorities that should guide Penn 
State’s course scheduling policies and practices, four priorities emerged. Penn State courses should be 
scheduled in a way that:  

1. Maximizes student timely and successful completion of degree;  
2. Engages students through pedagogical practices; 
3. Balances faculty teaching schedules with the pursuit of rigorous scholarly research; 
4. Ensures the transparent, fair and efficient use and allocation of instructional space resources 

across colleges and campuses. 
 
These four priorities reinforce Penn State’s core commitment to being, first and foremost, a research 
university that is focused on student success. In addition, these priorities are designed to further the 
values and goals articulated by Penn State’s strategic plan. 
 
In alignment with these four priorities, the Task Force presents four recommendations. These 
recommendations are sub-divided into both short- and long-term recommendations. We recognize that 
it may not be possible to implement the long-term recommendations until a new scheduling system is in 
place, which will be part of the new student information system. 

Recommendation One: 
Currently, course scheduling is decentralized as each academic unit schedules its own courses.  While 
this works well to meet departmental and faculty needs and preferences, it can inadvertently penalize 
students by scheduling required courses at the same time. The Task Force therefore recommends that 
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designated courses be centrally scheduled to minimize conflicts among these courses and to ensure 
that courses are more evenly distributed across the days of the week.  The determination of these 
centrally scheduled courses would be made by an analysis of Recommended Academic Plans for each 
major and by discussions with the departments and colleges involved.  The long-term goal would be to 
move to software that can determine the curricular needs of our students in upcoming semesters in 
order to ensure that students have access to the courses they need to graduate. 

Recommendation Two:  
Most courses are now scheduled through the roll over process, which duplicates the schedule of a 
previous semester. Department administrators then assign faculty to courses within this schedule. This 
process restricts the ability to schedule new courses and to engage in pedagogical and curricular 
innovations. The Task Force recommends that after meeting student needs, scheduling priority should 
be given to faculty actively engaged in the research and scholarship of pedagogy and who are 
committed to integrating teaching practices that engage students as collaborative participants in the 
educational process. Guidelines to recognize such teaching practices will need to be established. 

Recommendation Three:  
Teaching is highly time consuming and we recognize the need for faculty to balance the demands of 
teaching with those of research. The Task Force recommends the adoption of additional standard 
scheduling periods (Appendix 4) that allow for more flexibility in teaching schedules to enable faculty 
to balance their teaching and research responsibilities. 

Recommendation Four: 
In order to provide students and faculty with engaging learning environments it is vital that we continue 
to improve existing instructional spaces and to construct new instructional spaces.  The Task Force 
recommends that we continue to expand and improve our base framework of general purpose 
classrooms and focus on ensuring that the condition, learning environment, technology and 
availability of these spaces will enhance the educational experiences for our students and faculty. A 
robust inventory of high quality instructional spaces will reduce the amount of “gaming” that currently 
exists in order to secure “good” instructional spaces. 

As noted above, full implementation of these recommendations requires the adoption of a new 
scheduling system capable of anticipating student course offering needs, of enabling scheduling 
flexibility and innovation, and of managing complex scheduling periods. In addition, the above four 
recommendations require changes to current policies, procedures, and practices.  The Task Force 
provides specific recommended changes to current policies and procedures that will bring us closer to 
our four priorities and will begin to effect the changes necessary to shift the culture of scheduling and 
develop new shared norms that place students at the heart of course scheduling (Appendix 
5.)  However, we also recognize that longer term, after a new scheduling system is in place, policies and 
procedures will need to be created or revised to fully achieve the goals outlined in this report. 
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Instructional Space Task Force: Final Report 

Penn State has a long history of shared governance and of collaboration, including working carefully and 
thoughtfully on establishing policies and on articulating procedures and practices for use of instructional 
space.  Budget realities and fiscal constraints—“doing more with less”—innovative pedagogies, 
“competing” priorities for instructional space, etc., however, have required re-thinking and re-
envisioning the institutions’ shared philosophy surrounding instructional space scheduling. 
 
The Instructional Space Task Force was charged with articulating what “doing more with less” means for 
classroom space allocation and for the scheduling system at Penn State. Embracing the power of 
inclusive processes (Malmgren & Themanson, 2006), the Task Force—which included a diverse group of 
members to reflect the range of individuals involved with instructional space (see Appendix 1 for a list of 
members and affiliations)—worked diligently to meet the charge in a way that not only met short and 
long term instructional space allocation needs, but also further enhanced Penn State’s status as a global 
institution committed to teaching excellence.  
 
Data Collection and Methodology 

To gather comprehensive and robust data on issues related to assigning instructional spaces at all 
campuses that offer undergraduate instruction, the Task Force employed multiple methods.  In part, we 
made the decision to use multiple methods based on the “inclusive” model adopted by the University of 
Illinois at Urbana-Champaign.  Also a land grant institution with large undergraduate student 
enrollment, the University of Illinois found an inclusive process particularly helpful to creating “buy-in” 
for the “the significant cultural changes necessary to improve classroom scheduling efficiency 
(Malmgren & Themanson, 2006, p. 32). 
 
The multiple methods employed to gather data, included: 

1. Town Hall Meetings at multiple campuses with faculty, advisers, schedulers, students, and 
others, including a pilot study with campus registrars 

2. Open discussion on a Blog  
3. Benchmarks with other institutions  

 
We anticipated that the efforts to gather data from multiple sources would not only encourage 
widespread discussion of and education about the opportunities and challenges involved in allocation of 
instructional space, but would also provide a firm foundation for Task Force recommendations. 
 
1. Town Hall Meetings  
 
We piloted the first method of data collection—Town Hall Meetings—with kind assistance from 
participants in the Annual Fall Conference of Campus Registrars (November 1, 2011). Conversation at 
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the meeting revolved around three overarching 
questions: 
 

1. What scheduling problems have you 
faced in the past? 

2. What elements of the current 
scheduling model work? 

3. What should Penn State’s top 5 
scheduling priorities be? 
 

Based on the valuable information from the 
pilot study, the Task Force then convened a 
series of Town Hall Meetings at University Park and the Campuses during Spring 2012. 
 
Two meetings were held in Heritage Hall at University Park (January 31 and March 2 ), with both well-
attended.  At the March event, for example, eighty-three (83) members from across 18 Penn State units 
attended (15 faculty, 56 staff members, 1 student and 11 administrators). Corresponding to the pilot, 
meetings were framed by a presentation, followed by small group discussions of the three overarching 
questions listed above. 
 
We also held a series of Town Hall meetings at the Campuses including Berks, Beaver, Brandywine, 
Wilkes-Barre, and York from January through March 2012 (see 
http://sites.psu.edu/spaceatpsu/tag/town-hall-meetings/ for a summary). 
 
Finally, in an effort to engage in substantive discussions with students on the issue of scheduling, the 
Task Force met with the University Park Undergraduate Association (UPUA) on March 14th, 2012, and 
with the Council of Commonwealth Student Governments (CCSG) on March 24th, 2012.  The 
conversations in both cases were insightful, substantive, wide-ranging and well attended by students 
(see Talking with Students). 
 
2. Open Discussion on a BLOG 
 
Recognizing the degree to which course scheduling and instructional space affects the entire Penn State 
community, the Task Force determined that we should open a wider dialogue about the complex issues 
involved in addition to holding town hall meetings with various stakeholders around the University. 
 
Thus, the second method of data collection employed by the Task Force was a blog (Instructional Space 
Task Force Blog).  We found the blog helped us towards our goal of inclusivity in three ways. First, it was 
useful for posting resources for individuals interested in learning more about issues and opportunities 
surrounding instructional space use.  For example, the blog includes an interesting set of images from 
scheduling boards at Penn State Berks and Lehigh Valley that make complexities of scheduling more 
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tangible. (Scheduling Boards).  Second, the blog provided a forum for posting results from Town Hall 
meetings (see above).  Third, it provided a venue for promoting discussion and comment. 

 
For example, after the UPUA meeting, one 
student posted: “Thank you for coming out 
to our UPUA General Assembly meeting. I 
think a lot of the representatives really 
enjoyed the opportunity to speak their minds 
and brainstorm on topics that are often 
sources of frustration but remain hard to pin 
down. I thought the points about data 
collection (what students have taken in the 
past, what students in certain majors often 
have difficulty scheduling semester-to-
semester, and what students intend to take) 

brought up at the meeting were particularly interesting. If we can be of any more help, please don’t 
hesitate to ask!”  
 
A research faculty member wrote: “The biggest concern is that this task force takes into account the 
needs of research faculty. U Park is a research campus. Research faculty is expected to, and does, spend 
a significant percentage of their time on research pursuits. The schedule needs to somehow take that 
into account. For example, a 3 day per week schedule makes it much harder to focus on research as it 
breaks up 3 days per week and many of us need focused blocks of time for writing and other research 
activities. It also makes it almost impossible to travel to conferences …”. 
 
3. Benchmarks with Other Institutions 
 
The third method of data collection involved benchmarking with Big 10 and AAU institutions. The 
purpose was to gather ideas about scheduling policies and procedures at other institutions and to use 
the information as part of guiding framework for Task Force recommendations (see Appendix 2 for a list 
of institutions.) 

Priorities, Values and Recommendations 

From this broad, year-long discussion of the principles, values and priorities that should guide Penn 
State’s course scheduling policies and practices, four priorities emerged. Penn State courses should be 
scheduled in a way that:  

1. Maximizes students’ timely and successful completion of degree;  
2. Engages students through pedagogical practices; 
3. Balances faculty teaching schedules with the pursuit of rigorous scholarly research; 
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4. Ensures the transparent, fair and efficient use and allocation of instructional space resources 
across colleges and campuses. 

 
These four priorities reinforce Penn State’s core commitment to being, first and foremost, a research 
university that is focused on student success. In addition, these priorities are designed to further the 
values and goals articulated by Penn State’s strategic plan. 
 
In alignment with these four priorities, the Task Force presents four recommendations. These 
recommendations are sub-divided into both short- and long-term recommendations. We recognize that 
it may not be possible to implement the long-term recommendations until a new scheduling system that 
is capable of anticipating upcoming student curricular needs and of managing complex scheduling 
periods is in place, which will be part of the new student information system. 

Priority One: Maximize Students’ Timely and Successful Completion of Degree 

The first priority of ensuring maximum efficiency in student time-to-degree completion reinforces the 
first and fourth goals of Penn State’s strategic plan: to enhance student success and to maintain wide 
access to and the affordability of a Penn State education.   
 
From our town hall meetings and meetings with student government groups (University Park 
Undergraduate Association (UPUA) and Council of Commonwealth Student Governments (CCSG)), it is 
clear that cost is an issue of great concern to students. It is Penn State’s responsibility to create student, 
faculty and senior administration awareness of the relationships among time to degree, cost of 
education and student loan debt. 
 
Currently, course scheduling is decentralized as each academic unit schedules its own courses.  While 
this works well to meet departmental and faculty needs and preferences, it can inadvertently penalize 
students by scheduling required courses at the same time. Ideally course scheduling would be optimized 
so that courses that a given cohort of students is likely to need are scheduled at times that avoid or 
minimize conflicts.  
 
In addition, research supports that scheduling courses on Fridays is linked to a decrease in student 
excess alcohol consumption. A major problem for many institutions of higher education (e.g., Nelson, 
Toomey, Lenk & Winters, 2010; NIAA, 2002), excess alcohol consumption has serious implications that 
significantly detracts from student success, including memory blackouts, risky sexual activity, 
interpersonal distress, academic difficulties, and short and long-term health concerns (e.g., Jackson, 
Sher & Park, 2005; Schulenberg & Maggs, 2002; Yarnal, Hustad, Qian, & Sims, 2013). A well-designed 
study by Wood, Sher and Rutledge (2009), however, found that although rates and amounts of [college 
student] alcohol consumption on Thursday are high, “they appear to be influenced by the presence and 
timing of Friday classes.  Friday classes, especially those before 10 AM, may reduce excessive drinking” 
(p. 1195). As Wood, Sher and Rutledge note, the positive public health implications of scheduling Friday 
classes provide a compelling argument for implementation. 
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Recommendation: 
This recommendation requires that designated courses be centrally scheduled to minimize conflicts 
among these courses and to ensure that courses are more evenly distributed across the days of the 
week.  The determination of these centrally scheduled courses would be made by an analysis of 
Recommended Academic Plans for each major and by discussions with the departments and colleges 
involved.  The long-term goal would be to move to software that can determine the curricular needs of 
our students in upcoming semesters in order to ensure that students have access to the courses they 
need to graduate. 
 
Short Term 

• Use the same scheduling periods at all campuses to promote shared resources and courses, 
such as the Video Learning Network, which is consistent with the Core Council recommendation 
and initiatives. 

• Require that departments and colleges distribute their courses throughout the day and across 
the days of the week, including Friday (see C-1 in Appendix 5.) 

• Determine which courses should be centrally scheduled through an analysis of Recommended 
Academic Plans for each major and by discussions with the departments and colleges involved.   

Long Term 

• Develop course schedule and allocation of instructional spaces based on courses students need 
to make academic progress, which will eliminate the need for the rollover procedure. 

Priority Two: Cultivate Pedagogical Practices of Engagement 

Recognizing the rapidly changing nature of pedagogical practices in a digital age, the long term health of 
the University requires that we pursue policies and establish structures that foster pedagogical 
engagement of students.  The second priority to cultivate engaging pedagogical practices supports the 
first and second goals of the Penn State strategic plan since pedagogical practices that empower active 
participation of students in their own education will enhance student success (Deci & Ryan, 1985).  By 
setting pedagogy as a high priority, the Task Force hopes to encourage faculty to engage in the serious 
scholarship of pedagogy and to adopt and integrate teaching practices that engage students as 
collaborative participants in the educational process.   
 
Recommendation: 
After meeting student needs, scheduling priority should be given to faculty actively engaged in the 
research and scholarship of pedagogy and who are committed to integrating teaching practices that 
engage students as collaborative participants in the educational process. Guidelines to recognize such 
teaching practices will need to be established. 
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Short Term 

• Support and encourage faculty to embrace existing mechanisms for adopting pedagogical 
research, e.g., Schreyer Institute for Teaching Excellence, ITS Emerging Technologies, Center for 
Online Innovation in Learning, etc.  

• Create a process to designate and approve faculty conducting research in teaching and learning 
practices of engagement. The Schreyer Institute for Teaching Excellence might oversee this 
process. 

Long Term 

• Integrate research and scholarship on pedagogy and learning into the process by which 
instructional spaces are scheduled, designed, and renovated. 

• Create and fund a pedagogy research lab with dedicated space for research on teaching and 
learning practices. 

• Commit financial resources to support the scholarship of pedagogy by Colleges and 
Departments. 

Priority Three: Enable Faculty to Pursue Rigorous Scholarly Research 

The production of rigorous scholarship is a shared expectation at Penn State and faculty embrace the 
opportunity to pursue their own research program and integrate it into their teaching.  The third priority 
of enabling faculty to pursue rigorous scholarly research reinforces the second goal of Penn State’s 
strategic plan: to advance academic excellence and research prominence.  The Task Force recognizes 
that research and teaching mutually reinforce one another and that the research responsibilities of 
faculty members must be a significant priority for the scheduling of courses. 
 
Recommendation: 
Create a committee to develop additional standard scheduling periods (see Appendix 4 for one example) 
that would allow for more flexibility in teaching schedules.  This committee should be guided by the 
goals of ensuring student progress to degree and of enabling faculty to balance their teaching and 
research responsibilities. 

Priority Four: Ensure Transparent, Fair and Efficient Use and Allocation of Instructional Space 
Resources across Colleges and Campuses 

The fourth priority to ensure the transparent, fair and efficient use and allocation of space resources 
across colleges and campuses recognizes the complexity of the University and the diversity of 
educational opportunities open to our students.  This priority reinforces the fourth goal of the Penn 
State strategic plan: to maintain access and affordability and enhance diversity.  In our year-long 
conversation with various sectors of the University community, the Task Force experienced the wide 
range of interests and the broad diversity of educational resources associated with the scheduling 
process.  Scheduling policies and procedures will need to be established to ensure that instructional 
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space is available for academic and co-curricular activities alike.  
 
Recommendation: 
There is a direct relationship between our current inventory of general purpose classroom space and our 
responsibility to provide instructional spaces conducive to our students’ successful academic endeavors 
and outcomes.  To provide flexible, technology rich, comfortable and accessible teaching environments, 
we must continue to improve existing instructional spaces and to construct new spaces.  In a time of 
economic hardship one investment that we must make is to continually expand and improve our base 
framework of general purpose classrooms.   We must continually focus on transformation to assure that 
the condition, learning environment, technology equipment and availability of these spaces enhances 
the educational experiences for our faculty and students.  We must also remember that while these 
spaces primarily serve credit instruction, they also support other essential uses such as co-curricular 
activities, faculty meetings, and conferences. 
 
Short Term 

• Continue to invest in the installation of technology in all our general purpose classroom spaces.   
• Continue to provide annual funding to improve our existing inventory of instructional spaces. 
• Adhere to and communicate scheduling and priority policies. 
• Share all instructional spaces, but units may be granted scheduling priority for pedagogical 

needs. 
 
Long Term 

• Increase the inventory of general purpose classroom spaces to enable innovative pedagogies. 
The classroom spaces need to provide more room to allow for flexible seating, collaborative 
environment, state of the art technology and instructional equipment and to provide the 
foundations for continual research and improvements in instructional delivery and retention. 

• Procure a new comprehensive scheduling system that can accommodate efficient yet flexible 
scheduling and reporting. 

• Continue to research and experiment with teaching methods, environments and formats to 
meet the diverse needs of our students and faculty. 

• Develop a systematic process of consultation between enrollment management and space 
allocation. 

Policy Changes  
 
Implementation of the recommendations outlined above requires changes to policies, practices, and 
procedures.  The Task Force provides specific recommended changes to current policies and 
procedures that will bring us closer to our four priorities and will begin to effect the changes 
necessary to shift the culture of scheduling and develop new shared norms that place students at the 
heart of course scheduling (Appendix 5).  However, we also recognize that longer term, after a new 
scheduling system is in place, policies and procedures will be created or revised to fully achieve the goals 
outlined in this report. 
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In the meantime, the Committee recommends that Policy AD-62 (Scheduling and Use of General 
Purpose Classrooms) be substantially revised to focus on the use of general purpose classrooms and a 
new policy, AD-76 (Classroom Scheduling) be adopted to govern the scheduling process. In addition, we 
recommend a substantial revision of ACUE Procedure C-1 (Developing the Course Offering).  Included 
are drafts of these revised and new policies and the revised procedure that reflect the goals and 
priorities described in the beginning of this report (see Appendix 5). 
 
Revised policy AD62 will be entitled Use of General Purpose Classrooms (GPCs). Changes are based on 
the following principles: 

1. References to University Park have been deleted so that the policy is applicable to all locations 
of the University. 

2. Technical and procedural material, such as phone numbers and contacts, have been deleted so 
that the policy applies to all locations and focuses on providing guidelines at the level of a policy. 

3. Guidelines have been updated to reflect current practice. 
 
A new Policy AD-76 entitled Classroom Scheduling reflects priorities for scheduling of classrooms, the 
“rolled forward” procedure to create future course offerings, and guidelines for priority classrooms 
(where applicable). 
 
Revisions to ACUE Procedure C-1 reflect greater emphasis on the core priorities listed previously in this 
report especially with the goals of maximizing our students’ ability to complete their degrees in a timely 
fashion and recognizing the need to provide instructional space that promotes the best pedagogical 
practices.  

Conclusion 

The adoption of the four priorities emerging from input received from a significant and representative 
group of stakeholders and the Penn State community formulated the Instructional Space Task Force’s 
recommendations for scheduling courses to align and support each of these priorities: 

1. Maximizes student timely and successful completion of degree;  
2. Engages students through pedagogical practices; 
3. Balances faculty teaching schedules with the pursuit of rigorous scholarly research; 
4. Ensures the transparent, fair and efficient use and allocation of instructional space resources 

across colleges and campuses. 
 
The proposed recommendations encompass short- and long-term opportunities for improving 
scheduling of courses and utilization of classrooms and necessitate changes in policies and 
procedures.  The Task Force believes that these modifications in policy and procedure should be 
adopted immediately to implement the short-term recommendations. The adoption and 
implementation of a robust scheduling system with enhanced functionality, including predictability 
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modeling, will be required to achieve the long-term recommendations. 
 
The Instructional Space Task Force Report provides a framework for scheduling courses at Penn State to 
serve our students, meet the needs of faculty, and make effective use of our classrooms to achieve and 
improve upon the University’s teaching, learning and research mission.  
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Appendix 1:  Task Force Charge and Membership 

 
 
 

Rodney A. Erickson 
Executive Vice President and Provost of the University 

 
The Pennsylvania State University 
201 Old Main 
University Park, PA  16802-1589 

814-865-2505 
Fax:  814-863-8583 
rae@psu.edu 

 

DATE: May 24, 2011 
 

FROM: 
 

Rodney A. Erickson
 

TO:  David Bender 
Deborah Blythe 
Augustus Colangelo 
Julie L. Evak 
Yvonne M. Gaudelius 
Joseph T. Keiser 

Christopher  P. Long 
Salvatore A. Marsico 
Karen L. Schultz 
Margaret A. Sebastianelli 
John C. Zang 

 

SUBJECT: Instructional Space Task Force 
 
 

In 2009-10, two committees worked to examine policies and procedures related to the 
allocation and assignment of our classroom spaces.  The first committee looked specifically at 
current scheduling policies, procedures and processes for general-purpose classrooms, class 
laboratories and other regularly scheduled instructional spaces at University Park and the 
Commonwealth Campuses.  The second committee examined current ISIS scheduling screens 
and reports and recommended changes or modifications to support improvements in the 
utilization of all instructional spaces, the usability of the scheduling process, equity in the 
assignment of spaces, collection of accurate scheduling information, flexibility in scheduling 
sequences and the elimination of "game playing" in the process. 

 
From the reports of these committees, it is clear that we need to develop and 

communicate a shared set of norms and expectations for scheduling classes.  These should serve 
students, meet the needs of faculty, and make effective use of our classroom facilities.  Once 
these norms and expectations are developed, we need a consistent set of policies and procedures 
for assigning classroom space.  I invite you to participate in a task force being formed to 
accomplish this important goal.  Yvonne Gaudelius, Assistant Vice President and Associate  
Dean for Undergraduate Education, and Karen Schultz, University Registrar, have agreed to co- 
chair the task force. 

 
In addition to developing and communicating shared norms and expectations, the task 

force should address the following challenges: 
 

• creation of a course schedule that facilitates students' timely progress toward degree 
completion 
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• flexibility to accommodate 21st century teaching and learning models such as 
hybrid courses and collaborative learning spaces 

• balance and fairness in access to instructional facilities 
• balance between centrally and departmentally managed spaces 
• effective utilization of instructional facilities 
• creation of a balanced schedule that distributes courses throughout the day and 

across the week 
 

The task force is being formed with a broad cross-section of members, including 
faculty, staff, and administrators, in order to provide a range of perspectives.   Since the charge 
to the task force is substantial, I am asking the members to commit sufficient time to enable 
final recommendations to be delivered by January 6, 2012. 

 
Please respond to Lois Rice @ lrice@psu.edu by June 3 regarding your willingness 

and availability to serve.  I am hoping you are able to participate in this important initiative. 
 

cc: Robert N. Pangborn 
 
 

 
Members of the Instructional Space Task Force – Updated List 

• David Bender, Campus Registrar and Associate Professor, Penn State Berks 
• Ginger Breon, Assistant Dean of Administration and Chief Information Officer, Smeal College of 

Business 
• Dianne Burpee, Biology Lab Coordinator, Eberly College of Science 
• Paula Hogard, Education Strategy and Planning Manager, University Outreach 
• Deborah Howard, Director of Facilities Resources, Office of Physical Plant 
• Julie Evak, Coordinator of Undergraduate Education, College of Communications 
• Yvonne Gaudelius, Assistant Vice President and Associate Dean, Undergraduate Education 
• Christopher Long, Associate Dean of Undergraduate Studies, College of the Liberal Arts 
• Salvatore Marsico, Associate Professor of Engineering, Penn State Wilkes-Barre 
• Karen Schultz, University Registrar 
• Margaret Sebastianelli, Senior Programs Coordinator, College of Health and Human 

Development 
• Careen Yarnal, Associate Professor, College of Health and Human Development 
• John Zang, Chief of Staff, UPUA 
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Appendix 2: Benchmarking Institutions 

Summary of Selected Policies 
 

University of Minnesota 
• Colleges must distribute classes evenly throughout the day. Non-compliant colleges must 

change class meeting times to meet distribution requirements. 
• Colleges are permitted to schedule a maximum of 50% of their classes using a Tuesday/Thursday 

meeting pattern, with the remaining classes using a combination of Monday/Wednesday/Friday 
meeting patterns. Non-compliant colleges must change class meeting times to meet distribution 
requirements. 

• Colleges must distribute enrollments throughout the day (i.e., across class hours) and 
throughout the week (i.e., day patterns). 

• http://www.policy.umn.edu/Policies/Education/Education/CLASSSCHEDULING.html 
http://www.classroom.umn.edu/scheduling/improve/ 

• FAQ: http://www.classroom.umn.edu/scheduling/schedulingpolicyfaq.html  
• Overview of the distribution report: http://www.classroom.umn.edu/docs/2011-10-

17SchedulingDistributionSummary.pdf  
 

Michigan State 
• Teaching units distribute courses throughout the Monday - Friday teaching week. In the 

assignment of classroom space, the Registrar’s Office shall consider the degree to which a 
teaching unit distributes its section class hours across the hours and days of the week; 8:00am-
10:00pm, Monday –Friday. 

• https://www.reg.msu.edu/Forms/WorkCopy/Overview.asp 
 

University of Iowa 
• Standardized class hours begin at 8:30am on MWF and 8:00am on TR. Evening class hours 

typically begin at 6:30 pm M, T, W, or R evenings.  
• Departments are required to distribute their courses in a variety of meeting patterns (MWF vs. 

TR) throughout the full academic day, avoiding concentration during the peak hours of 9:00 am 
– 4:30 pm. 
 

University of Maryland 
• At least 20% of classes scheduled before 9am and after 3pm (total) 
• No more than 70% of classes scheduled MWF 
• No more than 45% of classes scheduled TuTh 
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Johns Hopkins 
• Departments may schedule up to 60% of all undergraduate and graduate courses during “prime 

time” blocks from 10:00 a.m. to 2:30 p.m.  
• The remaining 40% or more should be spread throughout “non-prime” time blocks.    
• MWF classes must be scheduled 8:00 a.m. – 8:50 a.m. or 9:00 a.m. – 9:50 a.m., etc.  

Ohio State 
• Schedule no more than 11% of meeting times at any half-hour from 9:30AM through 2:30PM 

and no more than 21.5% on any one-day within a department and/or college. 
• Two-day/week classes focused on a T/TH or W/F schedule rather than M/W or T/TH.  Mondays 

used for 5-day/week; MWF classes; longer/specialized classes.  

University of Virginia 
• Blockbusting on MWF would be anything more than 50 minutes in length or scheduled outside 

the standard meeting periods. Blockbusting is only allowed after 2:00 p.m.  
• Blockbusting on TR would be anything more than 75 minutes or scheduled outside the standard 

meeting periods. Blockbusting is only allowed after 2:00 p.m. 
 

University of Wisconsin 
• Departments are expected to schedule an equal share of early morning and late afternoon 

classes throughout the day. To achieve this 1/7th, or approximately 14% of a department’s 
classes should be scheduled at each of the six prime time hours: 8:50, 9:55, 11:00, 12:05, 1:20, 
and 2:25. The remaining 1/7th should be scheduled using a combination of the 7:45, 3:30, and 
4:35 class hours. Sections in excess of the distribution of class hours guidelines will receive a 
lower assignment priority.  

• Departments are expected to distribute enrollments throughout the day (i.e., across class hours) 
and throughout the week (i.e., by day pattern). 
 

University of Michigan 
• 10-11am, 11-noon, 1-2pm: up to 35% of classes (and academic events) can be scheduled 
• Noon-1pm, 2-3pm, 3-4pm: up to 35% of classes (and academic events) can be scheduled 
• Before 10am and after 4pm: at least 30% of classes (and academic events) should be scheduled 
• At least 15% of classes and events should be scheduled on Friday 
• Room and Event scheduling at MI is part "centralized" and a part "decentralized."   
• The Registrar's Office schedules approximately 70 percent of the general classrooms with the 

other 30 percent done by departmental staff in the Schools and Colleges. The Registrar's Office 
oversees the initial scheduling of classrooms, watching to make sure the departments distribute 
offerings agreed to by our new guidelines.  After a set period of time the schedule is locked 
things down (i.e., prevent changes) and then the Registrar's Office assigns rooms based upon 
need/fit. 
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University of Illinois 
• Departments/Units will be expected to use all allocated space as fully as possible Monday 

through Friday and from 8:00am-5:00pm. Peak hours are considered classes that begin 10am-
2pm. 

• Departments/Units should follow the campus standard teaching schedule.  
http://www.fms.uiuc.edu/provostletter/schedule_policies.pdf 
 

 
Harvard University 
Brown University 
University of California at Santa Barbara 
University of Florida 
Emory University 
Johns Hopkins University 
University of Maryland 
University of Missouri 
Ohio State University 
University of Oregon 
University of Virginia 
University of Wisconsin 
Purdue University 
University of Minnesota 
University of Michigan 
Michigan State University 
University of Iowa 
University of Illinois  
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Appendix 3: Time to Degree 

The Provost’s charge to the Instructional Space Task Force committee was to review and make 
recommendations to maximize the utilization of instructional space while meeting the needs of students 
and faculty. The committee has concluded that the most important priority is student time-to-degree 
completion. The academic structure of the university supports a standard for progress-to-degree 
completion both in policy and advising practice. 
 
For the purpose of the report and in the absence of a policy definition for timely progress-to-degree 
completion, 15 credits per semester for eight semesters meets the 120 credit minimum for four-year 
baccalaureate degree completion (Senate Committee on Admissions, Records, Scheduling and Student 
Aid, 12/6/2011, Senate Policy 37-70 proposal, implementation fall 2013). Timely completion impacts not 
only academics but also cost of education, financial aid limits and student loan debt. 
 
As stated in Senate Policy 32-30, “students will assume final responsibility for course scheduling, 
program planning, and the successful completion of graduation requirements.”  Students are charged to 
know curricular requirements, course prerequisites and sequencing, sources for academic information, 
know and meet the criteria for admission to their intended major, and to learn about resources available 
to aid in exploration and discovery through the relationship with their primary academic adviser as 
defined by the policy. The objectives of the university’s academic advising program are to help students 
“identify and achieve their educational goals, promote intellectual discovery and encourage both in- and 
out-of-class education opportunities to become self-directed learners and decision makers.” Senate 
Policy 32-40 specifies the assignment of a primary academic adviser to students in degree and non-
degree status by the academic unit or Commonwealth campus at the time of enrollment. Policy 
recommends that students meet with their assigned academic adviser at least once a semester. 
 
Senate Policy 32-30 addresses the responsibilities of the academic adviser and student advisee. 
Academic advisers as consultants assume a leadership role in the advising relationship. Academic 
advisers are charged to communicate accurate and timely information needed for educational planning, 
monitor academic progress towards satisfactory completion of graduation requirements, and make 
appropriate referrals to administrative and academic units.   Standard tools used in the advising process 
to help both adviser and advisee are program of study degree audit reports, recommended academic 
plans, the University Undergraduate Advising Handbook, and the Undergraduate Degree Programs 
Bulletin. In addition, the Division of Undergraduate Studies has created an invaluable electronic advising 
resource, MajorQuest, a guide for students exploring majors or changing academic directions 
(dus.psu.edu/students/majorquest/). 
 
The Undergraduate Education 2008-2013 Strategic Plan calls for “engaging students in learning through 
quality academic advising and co-curricular academic opportunities”, enabling students to actively 
participate in their educational planning and achieve their academic goals. “Active and experiential 
learning in coursework, internships, study abroad, public scholarship and undergraduate research” 
prepares students for global citizenship. Co-curricular academic opportunities and internships are 
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designed to connect students to possible career options tied to their majors. Exploration through service 
learning offers the chance to test knowledge and skills related to chosen professions, develop 
communication and leadership abilities and create a valued network of contacts in applied settings. 
International study can broaden students’ global perspective and knowledge of the world, provide 
freedom to explore a diversity of cultures, build a network of faculty mentors, develop lasting 
friendships and make a lifetime of memories. 
 
The nature of student exploration and discovery relies on accessibility to courses. Students may select 
lower-level courses as an introduction to and interest in an academic area. Taking upper-level courses 
may help students to craft their major by developing an emphasis area or academic concentration (e.g., 
selection of a minor). To meet the stated definition of normal progress-to-degree completion (time to 
degree), the properly balanced use of daily and weekly classroom space can facilitate on-time course 
availability and accessibility. 
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Appendix 4: Proposed Standard Scheduling Periods 
 

 
 

  

Hour
Mon/Wed/Fri 
50-minute

Mon/Wed/Fri 
75-minute

Mon/Wed/Fri 
2-hour

Mon/Wed/Fri 
3-hour

Tues/Thur 
75-minute

Tues/Thur 
2-hour

Tues/Thur 
3-hour Hour

8:00 - 
8:50 8:00 - 
9:05 - 9:15
9:55 9:45 - 
10:10 - 
11:00 11:00
11:15 - 
12:05 11:15 - 
12:20 - 12:30
1:10 1:00 -
1:25 - 
2:15 2:15
2:30 - 
3:20 2:30 -
3:35 - 3:45
4:25 4:15 - 
4:40 - 
5:30 5:30

5:55
6:30 - 
7:20 6:30 -
7:35 - 7:45
8:25 8:15 - 
8:40 - 
9:30 9:30
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Appendix 5: Proposed Policy and Procedure Changes 
 
The Committee recommends that Policy AD62 (Scheduling and Use of General Purpose Classrooms) be 
substantially revised to focus on the use of general purpose classrooms and a new policy, AD76 
(Classroom Scheduling) be adopted to govern the scheduling process. In addition, we recommend a 
substantial revision of ACUE Procedure C-1 (Developing the Course Offering).  Below are drafts of these 
revised and new policies and the revised procedure that reflect the goals and priorities described in the 
beginning of this report. 
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The proposed revision to policy AD62 will be entitled Use of General Purpose Classrooms (GPCs). 
Changes are based on the following principles: 

1. References to University Park have been deleted so that the policy is applicable to all locations 
of the University. 

2. Technical and procedural material, such as phone numbers and contacts, have been deleted so 
that the policy applies to all locations and focuses on providing guidelines at the level of a policy. 

3. Guidelines have been updated to reflect current practice. 

  
REVISED Policy AD62 USE OF GENERAL PURPOSE CLASSROOMS 
Contents: 

Purpose 
Environment 
Technology Use and Training 
Costs 
Cross References 

 

PURPOSE: 
 
The following is the policy and procedures for using General Purpose Classrooms (GPC's). 
The Pennsylvania State University has invested heavily in improving the furnishings, equipment, and 
environments in General Purpose Classrooms (GPC's) The GPC's are a university resource with a priority 
mission to provide high quality environments and tools to enhance the educational experiences for 
students and instructors. Classrooms are also available for student activities, public outreach and 
research programs as outlined in policy ADXX. The Office of the University Registrar has total discretion 
to disallow any activities that are not appropriate for the GPCs. Appeal of an Office of the Registrar 
decision must be directed to the Vice President and Dean for Undergraduate Education.  
 
ENVIRONMENT: 

• Food and Drink: With the exception of bottled water, all food and drink consumption is prohibited 
in GPC's. Justifying documentation to override this policy for medical reasons should be submitted 
to the instructor or the person in charge of the session. 

• Cleanliness: Instructors should ask students to pick up newspapers, trash and debris and dispose of 
them in the provided recycling containers or trash cans at the end of each class period. Students and 
other occupants should be reminded of the no food and drink policy, as necessary. 

• Seating Configuration: When seating is rearranged to accommodate instruction for any class, the 
instructor should ask students to return the seats to the original configuration before leaving. 

• Signs: Signs or notices may be placed on bulletin boards only and will be removed at the end of each 
semester. 
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• Availability and Access: If a GPC is not scheduled Monday through Friday, it is open and available for 
individual study by students, instructors or staff members. On weekends, GPC's are open and locked 
based on the actual courses and activities scheduled through the Office of the Registrar and they will 
not be available for individual study. 

 
TECHNOLOGY USE AND TRAINING: 
 
Technology equipment is expensive and centrally managed for the benefit of instructors and students.  

• Orientation: Instructors are encouraged to request an orientation for all GPC's with technology 
equipment. In an orientation, the instructors will be familiarized with the technology in the room so 
that they may use it to its fullest potential. Whenever possible, orientations will be done in the 
rooms to which the instructors are scheduled, allowing for hands-on training with the actual 
equipment that they will be using to aid and enhance instruction.  

• Equipment Security: Podium lock combinations are changed annually prior to the start of the fall 
semester. The lock combinations are for individual instructor access and are not to be shared with 
anyone. 

• Presence of a Technician: If a technician is required for assistance with a credit-bearing instructional 
course or activity, there is no charge. Events occurring other than scheduled courses that require the 
assignment of a technician will result in charges being incurred.  

• Damage to Equipment: Any repairs or replacements as a result of negligent or intentional damage 
to our GPC technology equipment will be charged to the assigned instructor or staff member's 
department responsible for the class or event. 

 
COSTS: 
 
There is no cost associated with the use of GPC's for credit-bearing courses. For non-credit-bearing 
events there are numerous costs that may arise dependent on the activity and GPC scheduled. Following 
are examples of additional costs that may apply. 

• Media & Technology Support Services: Charges are possible for technicians, equipment, and 
supplies in accordance with the approved schedule of charges.  

• Access Accounts: Penn State Access Accounts are required to authenticate on any Penn State 
network. Charges are possible for non-credit bearing student or outreach events for these accounts. 
Additional information on policies and procedures pertaining to Penn State access accounts can be 
found at http://its.psu.edu/accounts.html or by contacting ITS Accounts Services. 

• Specialized Software: Charges are possible for non-credit bearing student or outreach events to 
provide specialized computer software. A lead-time is necessary for testing and installation.  

• Office of Physical Plant: For some events and special activities, there may be costs for equipment 
set-up, furniture movement, special needs or temporary installations.  

• University Police: Charges are possible for a Police Services Officer, particularly in large auditoriums 
for non-credit-bearing or student activities.  
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• Damages and Cleaning Costs: The college, department or individual scheduling use of the room will 
be responsible and will receive direct billing for the assessment and repair of any damage or 
negligent or intentional damage attributed to room use, as well as janitorial and maintenance costs 
attributed to unauthorized food and drink use in GPCs. 

• Additional Costs: Student events may require additional costs. 

 
CROSS REFERENCES: 

• AD02 - Non-University Groups Using University Facilities, 
• AD26 - Sales of Food and Beverages at University Locations, 
• AD27 - Commercial Sales Activities at University Locations, 
• AD38 - Administration of University Physical Facilities, and 
• AD57 - General Regulations on Use of University Property 

 

 
Effective Date: August 23, 2006 
Date Approved: August 18, 2006 
Date Published: August 22, 2006 
Revision History (and effective dates): 

• August 23, 2006 - New policy. 
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Policy AD62 SCHEDULING AND USE OF GENERAL 
PURPOSE CLASSROOMS – Edited Version 

Contents: 

•  Purpose 
•  Environment 
•  Priority Scheduling Principles 
•  Technology Use and Training 
•  Student Activities and Events In Classrooms 
•  Outreach and Non-Class Activities in Classrooms 
•  Demonstration Rooms 
•  Costs 
•  Cross References 

 

PURPOSE: 

The following is the policy and procedures for scheduling and using General Purpose 
Classrooms (GPC's) at University Park. 

The Pennsylvania State University has invested heavily in improving the furnishings, 
equipment, and environments in existing General Purpose Classrooms (GPC's) on the 
University Park Campus. In addition, the University has added many new modern 
classrooms and auditoriums in the new buildings constructed recently or under 
construction. The GPC's are a community university resource for the entire campus 
with a priority mission to provide high quality environments and tools to enhance the 
credit-bearing educational experiences for our students and instructors. Our 
classrooms are also available for student activities, public outreach and research 
programs as outlined in policy ADXX.  The Office of the University Registrar has 
total discretion to disallow any activities that are not appropriate for the GPCs.  
Appeal of an Office of the Registrar decision must be directed to the Vice President 
and Dean for Undergraduate Education.   provided below. As a community resource, 
everyone needs to take responsibility to maintain the quality of our GPC's at 
University Park. A current listing of all GPC's at University Park is available 
at http://www.our.psu.edu/gpc/GPC_Main.cfm (hit submit) and is updated each 
semester. Within this document, the term instructor refers to anyone with 
responsibility for classroom instruction, including all full-time or part-time faculty, 
instructors, lecturers and teaching assistants. 

http://guru.psu.edu/policies/AD62.html%23A
http://guru.psu.edu/policies/AD62.html%23B
http://guru.psu.edu/policies/AD62.html%23C
http://guru.psu.edu/policies/AD62.html%23D
http://guru.psu.edu/policies/AD62.html%23E
http://guru.psu.edu/policies/AD62.html%23F
http://guru.psu.edu/policies/AD62.html%23G
http://guru.psu.edu/policies/AD62.html%23H
http://guru.psu.edu/policies/AD62.html%23I
http://www.our.psu.edu/gpc/GPC_Main.cfm


ENVIRONMENT: 

• Food and Drink: With the exception of bottled water, all food and drink 
consumption is prohibited in GPC's. Justifying documentation to override this 
policy for medical reasons should be submitted to the instructor or the person in 
charge of the session. 

• Cleanliness: Instructors should ask students to pick up newspapers, trash and 
debris and dispose of them in the provided recycling containers or trashcans at 
the end of each class period. Students and other occupants should be reminded 
of the no food and drink policy, as necessary. 

• Seating Configuration: GPC seating and furniture should be placed in the 
traditional lecture format, with seats facing the front of the room. If  When 
seating is rearranged to accommodate instruction for any class, the instructor 
should ask students to rearrange the seats before leaving.  return the seats to the 
original configuration before leaving. 

• Signs: No signs or notices of any kind shall be posted or placed in GPCs where 
bulletin boards are not available. Any signs or notices posted in the rooms will 
be removed daily. Signs and or notices can may be placed on bulletin boards 
only and ,but they will be removed at the end of each semester. 

• Availability and Access: Buildings at University Park that house GPC's will be 
open at 7:00 AM and locked at 11:00 PM – Monday through Friday. If a GPC 
is not scheduled Monday through Friday, it is open and available for individual 
study by students, instructors or staff members. If a building or GPC is locked 
during these times Monday through Friday or you have other environmental 
issues, please report this to the Classroom Hotline at 863-6000. On weekends, 
GPC's are open and locked based on the actual classes and activities scheduled 
through the Office of the Registrar and they will not be available for individual 
study. 

PRIORITY SCHEDULING PRINCIPLES: 

A number of GPC's have been designated by the Facilities Resources Committee 
(FRC) for "priority" scheduling by special agreement. The academic college or 
department with priority scheduling will have first opportunity to schedule courses 
and events in these rooms as follows: 

• Priority Scheduling Date:  The date when online scheduling begins for 
priority GPCs is available on the Office of the Registrar website 
athttp://www.registrar.psu.edu/staff/enrollment_services_dept/enrollment_services_index
.html . 
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• Credit-Bearing Classes:  Department staff can schedule credit-bearing classes 
into their priority assigned GPC provided their class limit is at least 50% of the 
room capacity. 

• Non-Course Events:  Department staff may schedule blocks of time in priority 
GPCs for department meetings, seminars, colloquia, and department-sponsored 
activities for either weekly or specific dates by submitting the Event Room 
Request Form available on the Office of the Registrar website 
at: http://www.registrar.psu.edu/staff/enrollment_services_dept/enrollment_services_ind
ex.html .  

• Misuse of Priority GPCs:  Departments may not block schedule a priority 
GPC at any time to prevent scheduling by other users. If this is an evident 
practice, the priority scheduling arrangement will be revoked. 

• Changes in Priority Assignments:  The Facilities Resources Committee can 
change priority assignments at any time for GPC's. 

TECHNOLOGY USE AND TRAINING: 

Many of our GPC's include technology, computing and audiovisual equipment that is 
available for use by instructors and maintained and upgraded by the University. This 
technology equipment is expensive and centrally managed for the benefit of 
instructors and students. For additional information on the classroom technology, 
room locations, available support services and orientation please visit the Classroom 
and Lab Computing website, or call their Hotline at 777-0035.  

• Orientation:  Instructors are encouraged to request an orientation for all GPC's 
with technology equipment. In an orientation, the instructors will be 
familiarized with the technology in the room so that they may use it to its 
fullest potential. Whenever possible, orientations will be done in the rooms to 
which the instructors are scheduled, allowing for hands-on training with the 
actual equipment that they will be using to aid and enhance instruction. 
Orientation services are available only to instructors and staff members and 48 
hours advance notice is required. Requests may be made by calling 777-0035 
or electronically at https://clc.its.psu.edu/Logon.aspx?Return=/SendMail/Hotline.aspx . 

• Equipment Security:  Podium lock combinations are changed annually prior 
to the start of the fall semester. Contact the Classroom and Lab Computing 
Hotline at 777-0035 for the new combination number prior to the 
commencement of classes. The lock combinations are for individual instructor 
access and are not to be shared with anyone. 

• Presence of a Technician:  If a technician is required for assistance with a 
credit-bearing instructional course or activity, there is no charge. Events 
occurring other than scheduled courses that require the assignment of a 
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technician will result in charges being incurred. Contact MediaTech at 865-
5400 for further details and scheduling arrangements. 

• Damage to Equipment: Any repairs or replacements as a result of negligent or 
intentional damage to our GPC technology equipment will be charged to the 
assigned instructor or staff member's department responsible for the class or 
event. 

STUDENT ACTIVITIES AND EVENTS IN CLASSROOMS: 

GPC's are available for student activities and special events after all credit-bearing 
classes have been scheduled.  Most student activities and events are scheduled 
through the Office of Unions and Student Activities, but departments can schedule 
directly through the Office of the Registrar for departmental sponsored student 
activities and programs.  Additional information is available on the Unions and 
Student Activities Website at http://www.sa.psu.edu/usa/eventsmgmt/planning.shtml . 

• Recognized Student Organizations:  All student events and activities that are 
scheduled through the Office of Unions and Student Activities must be 
sponsored by a Recognized Student Organization with an officer report form on 
file in the Center for Student Engagement located in HUB-Robeson Center 
Room 207. 

• Scheduling for a Recognized Student Organization:  All Recognized Student 
Organization events must be scheduled by contacting the Student Affairs Office 
of Events Management located in Room 125 in the HUB-Robeson Center at 
865-7973 or email at Events@sa.psu.edu. 

• Program Advisor:  Recognized Student Organizations reserving GPC's must 
first meet with a program advisor in the HUB-Robeson Center. 

• Departmentally Scheduled Student Events:  Colleges and departments can 
schedule student events and activities sponsored by them directly with the 
Office of the Registrar. Colleges and departments are encouraged to use space 
within their control prior to scheduling GPC's. The student event or activity 
must be appropriate for a GPC environment. 

• User ID and Budget:  All student events scheduled through the HUB-Robeson 
Center or by colleges and departments in GPC's must have a Penn State 
instructor or staff member User ID and a budget number identified to reserve a 
GPC. This information must be provided at the time that the room is reserved. 

• Food and Drink:  With the exception of bottled water, no food or drinks are to 
be consumed in GPC's. Costs for debris removal and damage will be charged to 
the budget assigned for the event. 

• Additional Costs:  Student events may require additional costs as included in 
that section of this policy. 
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• Special Rooms:  Thomas 100 is a very large auditorium space with additional 
use requirements. Go to http://clc.tlt.psu.edu/Classrooms/Scheduling/Thomas100/ to 
review the specific requirements for student activities scheduled in Thomas 
100. 

• Inappropriate Uses:  The Office of the Registrar has total discretion to 
disallow any activities that are not appropriate for the GPC's. Appeal of an 
Office of the Registrar decision must be directed to the Vice President and 
Dean for Undergraduate Education in Old Main Room 417, University 
Park.  The phone number is 863-1864. 

OUTREACH AND NON-CLASS ACTIVITIES IN CLASSROOMS: 

The University sponsors and supports many activities, conferences, meetings, special 
events, community outreach and service programs beyond those associated with 
credit-bearing programs. Our GPC's are available after our credit-bearing programs 
have been accommodated on a room available basis. 

• Scheduling General Purpose Classrooms:  GPC's will not be available for 
outreach or other non-class activities until all resident instruction classes are 
first scheduled. GPC's will not be held in reserve for possible conference use. 
Exceptions to this should be addressed to: Vice President and Dean for 
Undergraduate Education, 417 Old Main, University Park. The phone number 
is 863-1864. 

• Scheduling Other Spaces:  Availability and use of rooms controlled by 
academic colleges or administrative units must be negotiated directly with the 
college or unit assigned the space requested. 

• Outreach Scheduling Criteria:  The following criteria are used by 
Conferences and Institutes to evaluate the need to schedule events in GPC's: 

1. The program is a credit-bearing offering and is intended for Penn State 
undergraduate, graduate and non-traditional students. 

2. The desired space is not available at the Penn Stater or the Nittany Lion 
Inn on the required dates or times. 

3. The program is too large to be accommodated in either the Penn Stater 
or the Nittany Lion Inn. 

4. The program requires specialized laboratory or other space on campus to 
meet the instructional purposes of the program. 

5. The program goals include showcasing campus facilities, such as new 
buildings or laboratories. 

6. The program involves large numbers of youth and may be unsuitable for 
either the Penn Stater or the Nittany Lion Inn. 

7. Program participants are being housed in dorms and must have walking 
access to program locations. 
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8. External groups may not use GPC space for the sole purpose of avoiding 
fees assessed at other, more appropriate campus locations. 

DEMONSTRATION ROOMS: 

Demonstration Rooms are connected to some GPC's and are designed with seating for 
students, presentation space for the instructor and storage space to hold presentation 
materials including experimental setups and equipment for various disciplines. 

• Scheduling:  Demonstration Rooms can only be scheduled at the same time as 
the class meeting times. The rooms cannot be reserved or used separately from 
the class period. Demonstration Rooms are to be used only during the assigned 
class period – not before or after for set-up or tear down. 

• Presentation Materials:  Anyone wishing to use the space will need to define 
one of the cabinets to house presentation materials and provide a bike lock to 
place through the handles of the cabinet. Materials stored in the Demonstration 
Rooms are the responsibility of the user - any lost or stolen items are the sole 
responsibility of the user.  

• Material Set-Up:  Presentation materials or experiments are to be locked away 
in the cabinet between class periods. Nothing is to be left on the counters or 
other work surfaces.  Long-term set-ups will not be allowed.  Rooms are to be 
left clean at the end of each class period. 

• Chemicals:  NO chemicals of any kind are to be stored in the Demonstration 
Rooms. 

• Removal of Presentation Materials:  All items, locks, presentation and 
experimental equipment, must be removed from the Demonstration Rooms no 
later than the end of the semester. Any locks found on cabinets at the end of the 
semester will be cut and all items in the cabinet discarded with no recourse for 
recovery costs. Cutting and removal costs will be charged to the budget of the 
College or Department. 

• Keys and Access:  No keys will be issued for door locks. Contact the 
Classroom and Computing Lab Hotline at 777-0035 to obtain keypad 
combinations. The instructor, class, scheduled times of use, and the type of 
activity related to the use of the Demonstration Rooms will need to be 
provided. 

COSTS: 

There is no cost associated with the use of GPC's for credit-bearing courses. For non-
credit-bearing events there are numerous costs that may arise dependent on the 
activity and GPC scheduled. Following are examples of additional costs that may 
apply. 
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• Media & Technology Support Services:   Charges are possible for 
technicians, equipment, and supplies in accordance with the approved schedule 
of charges. Please call 865-5400 for further information or to schedule a 
technician. 

• Access Accounts:  Penn State Access Accounts are required to authenticate on 
any Penn State network. Charges are possible for non-credit bearing student or 
outreach events for these accounts. Additional information on policies and 
procedures pertaining to Penn State access accounts can be found 
at http://its.psu.edu/accounts.html or by contacting ITS Accounts Services at 865-
4772. 

• Specialized Software:  Charges are possible for non-credit bearing student or 
outreach events to provide specialized computer software. A six-week lead-
time is necessary for testing and installation. For further information please 
visit http://clc.its.psu.edu/Labs/Instruction/Request/ . 

• Office of Physical Plant:  For some events and special activities, there may be 
costs for equipment set-up, furniture movement, special needs or temporary 
installations. Please contact the Work Reception Center (WRC) at 865-4731 for 
information, scheduling and costs on specific requests. 

• University Police:  Charges are possible for a Police Services Officer, 
particularly in large auditoriums for non-credit-bearing or student activities. For 
further information contact the Office of the Registrar at 863-3677. 

• Damages and Cleaning Costs:  The college, department or individual 
scheduling use of the room will be responsible and will receive direct billing 
for the assessment and repair of any damage or negligent or intentional damage 
attributed to room use, as well as janitorial and maintenance costs attributed to 
unauthorized food and drink use in GPCs. 

• Report of Damages:  If a GPC is messy or furniture and equipment is not 
operating correctly or appears damaged, call the Work Reception Center 
(WRC) immediately at 865-4731 to report the problem prior to using the GPC.    

• Additional Costs:  Student events may require additional costs. 

CROSS REFERENCES: 

• AD02 - Non-University Groups Using University Facilities, 
• AD26 - Sales of Food and Beverages at University Locations, 
• AD27 - Commercial Sales Activities at University Locations, 
• AD38 - Administration of University Physical Facilities, and 
• AD57 - General Regulations on Use of University Property 
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The proposed new Policy AD76 Classroom Scheduling reflects priorities for scheduling of classrooms, the 
“rolled forward” procedure to create future course offerings, and guidelines for priority classrooms 
(where applicable). 

NEW POLICY: AD76 CLASSROOM SCHEDULING 

Penn State’s general purpose classrooms (GPCs) are a university resource with a priority mission to 
provide high quality environments and tools to enhance the educational experiences for students and 
instructors. When scheduling a general purpose classroom, the first priority is for credit instruction. 
Effort should be made to ensure that an appropriate match is made between the course’s pedagogical 
requirements and the features of the room. Other uses such as student activities and events, 
conferences and events, non-credit courses, are scheduled at a lower priority after all credit courses 
have been accommodated.  
 
CLASSROOM SCHEDULING 
 
The scheduling process occurs in the following order: 
 
1. ROLL OVER 
2. PRIORITY SCHEDULING OF GENERAL PURPOSE CLASSROOMS 
3. GENERAL CREDIT  
4. INSTRUCTIONAL SUPPORT  
5. CO-CURRICULAR  
6. NON-CREDIT AND EVENTS  
 
1. ROLL OVER 
 
At some campuses, the previous course offering is "rolled forward" to create the new course offering. 
The following criteria apply to the assignment of classroom(s) during the “roll over” process: 
 
A.  All previously assigned departmentally controlled classrooms are maintained. 
B.  All previously assigned general purpose classrooms will be maintained unless: 

• The classroom is unavailable due to renovation or construction. 
• Classroom seating capacity has been reduced. 
• The type of seating has changed. 
• Classroom has been reclassified. 
• Previous semester course enrollment was below the seat utilization ratio of 70% *  
• Course does not satisfy the technology requirement in order to be scheduled back into the room. 
• Course is ineligible for scheduling into the room because it does not meet the college/department 

priority scheduling requirement. 
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2. PRIORITY SCHEDULING OF GENERAL PURPOSE CLASSROOMS (University Park): 
 
A number of GPCs at University Park have been designated by the Facilities Resources Committee (FRC) 
for "priority" scheduling by special agreement. The academic college or department with priority 
scheduling will have first opportunity to schedule. The specific dates when scheduling begins for priority 
GPCs are available on the Office of the University Registrar website at 
http://www.registrar.psu.edu/staff/activity_calendar/activity_semester_index.cfm 

• College/Department Credit Courses: Department staff can schedule credit courses into their priority 
assigned GPCs provided the section limit is at least 70% of the room capacity. 

• Other Credit Courses: After the college/department that has scheduling priority has scheduled all of 
their credit courses in their assigned GPC priority classrooms, other colleges/departments will have 
the opportunity to schedule credit courses in these classrooms. 

Departments may not block schedule a priority GPC at any time to prevent scheduling by other users. If 
this is an evident practice, the priority scheduling arrangement will be revoked. The Facilities Resources 
Committee can change priority assignments at any time for GPCs. 
 
3. GENERAL CREDIT 

General purpose classrooms are scheduled for credit courses according to the following priority: 

o standard sequence courses 
o non-standard sequence courses 

 
Courses that follow a standard sequence will be scheduled first in order to maximize student access to 
courses and minimize time to degree.  
 
While it is recognized that some courses, for pedagogical reasons, do not fit neatly into the standard 
scheduling periods, extensive use of non-standard scheduling patterns makes it difficult for students to 
create a viable class schedule which can impede students’ degree progress. It is therefore necessary to 
minimize the use of non-standard scheduling periods. 
 
4. INSTRUCTIONAL SUPPORT  
 
GPCs may be scheduled for instructional support activities such as evening exams, orientation and 
advising, or speakers directly related to a course after all credit courses have been scheduled.  
 
5.  CO-CURRICULAR 

GPCs are available for student activities and special events after all credit courses have been 
scheduled.  All student events and activities that are scheduled must be sponsored by a Recognized 
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Student Organization with an officer report form on file.  All Recognized Student Organization events 
held in GPCs must be scheduled by contacting the Student Affairs Office.  
 
6.  NON-CREDIT AND EVENTS 

The University sponsors and supports many activities, conferences, meetings, special events, community 
outreach and service programs beyond those associated with credit-bearing programs. GPCs are 
available after credit-bearing programs have been accommodated on a room available basis in the 
following order: 
 

o weekend events 
o evening events 
o daytime events (scheduling begins one week after the start of the semester) 

• Scheduling General Purpose Classrooms: GPCs will not be available for non-credit-bearing activities 
until all credit courses are first scheduled. GPCs will not be held in reserve for possible conference 
use. At University Park, requests for exceptions to this policy should be addressed to Vice President 
and Dean for Undergraduate Education.  At locations other than University Park, requests for 
exceptions should be addressed to the chief academic officer or designate. 

• Scheduling Other Spaces: Availability and use of rooms controlled by academic colleges or 
administrative units must be negotiated directly with the college or unit assigned the space 
requested. 
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The proposed revisions to ACUE Procedure C-1 reflect greater emphasis on the core priorities listed 
previously in this report especially with the goals of maximizing our students’ ability to complete their 
degrees in a timely fashion and recognizing the need to provide instructional space that promotes the 
best pedagogical practices. 

 

Revised C-1: DEVELOPING THE COURSE OFFERING 
 
Principles Related to Developing the Course Offering 

• Enabling students to make normal academic progress toward completion of their degree is the 
highest priority for the scheduling of courses with respect to both the courses offered for the 
semester and the scheduled time of the courses. 

• Three key elements must be considered when developing the course offering: the type of courses 
being offered, the sub-population of students the courses will serve, and the faculty available to 
teach the courses. Offering academic units need to evaluate past, present, and future enrollments 
to determine which courses and how many sections of each should be offered. 

• Offering academic units must schedule their courses across the days of the week and throughout 
the scheduling periods in each day. This maximizes the opportunities for students to schedule 
courses and provides greater efficiency in the scheduling of rooms. 

• It is expected that when colleges develop programs they will do so in a manner that will allow 
students at any location to schedule courses consistent with normal degree progress.  Colleges 
should minimize the number of courses required in the first two years of programs that are not 
feasible to be offered at all locations. Colleges should make an effort to provide for alternative 
delivery of essential courses (i.e, online, videoconference,…) that are required within the first two 
years but not offered at all locations. In like manner, locations are expected to offer courses that will 
allow students to enroll for those courses supportive of normal degree progress. In those cases in 
which a location cannot offer requisite courses, the student must be allowed to move to a different 
location where normal degree progress can be met. 

• The offering of under-enrolled sections of courses is discouraged. These sections should be dropped 
several weeks prior to the beginning of the semester, allowing students sufficient time to register 
for other appropriate courses. 

 
1. Responsibilities 
 
Developing the course offering is a shared responsibility of the academic units and the Office of the 
University Registrar. The academic units are responsible for determining which courses they will offer, 
section size and the number of offered sections, and the assignment of teaching faculty. The Registrar's 
Office is responsible for assigning general-purpose classrooms, recording college/department-controlled 
learning space, and publishing the Schedule of Courses. A joint responsibility is to distribute the assigned 
times such that courses and sections are appropriately distributed across the days of the week and 
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periods of the day. This is required to maximize scheduling opportunities for students and to maximize 
the scheduling of learning space. 
 
It is recognized that the size of the campus will lead to procedural differences among the various 
locations of the University. However, the principles presented within apply equally to all locations of the 
University. 
 
2. Planning 
 
The course offering process is an on going analysis of past, current, and future course demand, whereby 
the academic unit determines what courses should be offered in future semesters. This analysis should 
focus on the several different types of courses the academic unit may offer: 
 
--general education; 
--courses required for majors, electives; 
--special interest courses. 
 
Faculty staffing issues such as proposed sabbatical leaves and pending research contracts that include 
released time and graduate assistant availability must also be considered. 
The Office of the University Registrar is available to assist in the planning process by providing course 
offering, program summary, and student enrollment data to the academic unit. 
 
3. Establishing the Course Offering 
 
Academic units should give consideration to the following guidelines in establishing their course 
offering: 
 
--Schedule courses required in the major. 
--Schedule general education courses. 
--Schedule other regular elective courses. 
--Schedule special interest courses on a faculty- and space-available basis. 
--As soon as possible, ideally at the time of the initial offering, assign faculty to all offered courses and 
sections. 
--Identify courses that should not be scheduled in time conflict with other courses within and between 
academic units. This may require collaboration among multiple academic units. 
--Identify specific classroom characteristics needed to support instruction, such as the need for 
technology. 
--Specify course characteristics that will be helpful to students during registration. 
--Where possible, offer additional sections and/or set higher section limits for typically over-demanded 
courses. 
--Avoid offering courses with histories of being under-enrolled. 
Academic units are strongly encouraged to complete their course offering as fully as possible starting 
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with the initial publication. This action insures that the complete course offering is available to the 
largest number of students, advisers, and faculty. 
 
4. Standard Scheduling Periods 
 
Standard scheduling periods are 50 minutes Monday, Wednesday and Friday and 75 minutes Tuesday 
and Thursday. In an effort to provide maximum scheduling opportunities for students and to maximize 
utilization of classrooms and other learning facilities, standard scheduling periods should be used to the 
maximum extent possible. 
 
Departments must distribute course offerings across the days of the week according to the following 
criteria: 
 
• Course offerings on Mon/Wed/Fri must exceed 30% * of the department’s total. 
• Course offerings on Tues/Thurs may not exceed 45% * of the department’s total. 

Departments must distribute course offerings throughout the day according to the following criteria: 

• Offer no more than 45% * of total department course offerings during prime time (prime time is 
defined as 10:00 am to 2:00 pm). 

 
5. Non-standard Sequence Courses 
 
While it is recognized that some courses, for pedagogical reasons, do not fit neatly into the standard 
scheduling periods, extensive use of non-standard scheduling patterns makes it difficult for students to 
create a viable class schedule which can impede students’ degree progress. It is therefore necessary to 
minimize the use of non-standard scheduling periods. If use of non-standard scheduling periods is 
unavoidable, they must approved by the College Dean or designate and be scheduled according to the 
following criteria: 

• Non-standard sequence courses should be scheduled outside of prime time (prime time is defined 
as 10:00 am to 2:00 pm) 

• The class start time must align with the beginning of a standard scheduling period 
• As much as possible, the class end time should align with the end of a standard scheduling period. 
 
6. "By Appointment" Courses 
 
Those courses that do not meet on a regular schedule, such as independent study courses, research, or 
thesis preparation courses, may be scheduled as "by appointment." Room numbers listed for courses 
scheduled by appointment refer to the office number and building of the instructor or the head of the 
academic unit offering the course. 
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If class meeting times are arranged after the semester begins, they must be agreeable to all concerned 
and may not conflict with other scheduled courses. 
 
7. Credit Courses of Less Than Full Semester Duration 
 
Credit courses are normally scheduled for a full semester. Courses that are shorter than a full semester 
can be scheduled with the approval of the appropriate academic unit. The distribution of time between 
in-class activities and outside preparation varies from course to course. To earn 1 credit, the normal 
expectation is for the student to spend at least forty hours of work (in the classroom and outside) per 
semester (see Faculty Senate policy 42-23). This work is planned and arranged by the faculty. 
 
Several issues should be considered when an academic unit considers the offering of a credit course or 
combination of courses on a less-than-full semester basis such as: 
 
--The student population expected to schedule the course; 
--Whether the partial-semester course would prevent students from scheduling a normal load of full- 
semester courses; 
--The academic and resource implications generated by the partial-semester course; 
--The learning outcomes differences that may occur in the selection of full-or partial-semester courses. 
 
8. Publication of the Schedule of Courses 
 
The course offering for a given semester is published approximately five months prior to the semester 
for which that offering is intended (dates may vary at campuses). The official and preferred University 
publication is on the World Wide Web. Included in the Web publication are all credit courses offered at 
all locations of the University  

 

* The percentages recommended in AD76 and C-1 were derived from the benchmarking process by 
reviewing best practices at a number of AAU colleges and universities.  See Appendix 2 for the list of 
benchmarking institutions. 
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C-1: DEVELOPING THE COURSE OFFERING – Edited Version

Principles Related to Developing the Course Offering 

• Enabling students to make normal academic progress toward completion of 
their degree is the highest priority for the scheduling of courses with respect to 
both the courses offered for the semester and the scheduled time of the courses. 

• Three key elements must be considered when developing the course offering: 
the type of courses being offered, the sub-population of students the courses 
will serve, and the faculty available to teach the courses. Offering units need to 
evaluate past, present, and future enrollments to determine which courses and 
how many sections of each should be offered. 

• Offering academic units must schedule their courses across the days of the 
week and throughout the scheduling periods in each day. This maximizes the 
opportunities for students to schedule courses and provides greater efficiency in 
the scheduling of rooms 

• It is expected that when colleges develop programs they will do so in a manner 
that will allow students at any location to schedule courses consistent with 
normal degree progress .  Colleges should minimize the number of courses 
required in the first two years of programs that are not feasible to be offered at 
all locations. Colleges should make an effort to provide for alternative delivery 
of essential courses (i.e, online, videoconference,…) that are required within 
the first two years but not offered at all locations. In like manner, locations are 
expected to offer courses that will allow students to enroll for those courses 
supportive of normal degree progress. during their lower division years. In like 
manner, locations are expected to offer courses that will allow students to 
enroll for those courses supportive of normal degree progress. In those cases in 
which a location cannot offer requisite courses, the student must be allowed to 
move to a different location where normal degree progress can be met. 

• When the meeting time for a course deviates from the standard schedule times, 
care must be taken to make sure students expected to schedule the courses may 
do so without impacting their ability to schedule a normal full-time load. 

• The offering of under-enrolled sections of courses is discouraged. These 
sections should be dropped prior to the beginning of the semester, allowing 
students sufficient time to register for other appropriate courses. 

 



1. Responsibilities 

Developing the course offering is a shared responsibility of the academic units and the 
Office of the University Registrar. The academic units are responsible for determining 
which courses they will offer, section size and the number of offered sections, and the 
assignment of teaching faculty. The Registrar's Office is responsible for assigning 
general-purpose classrooms, recording college/department-controlled learning space, 
and publishing the Schedule of Courses. A joint responsibility is to distribute the 
assigned times such that courses and sections are appropriately distributed across the 
days of the week and periods of the day. This is required to maximize scheduling 
opportunities for students and to maximize the scheduling of learning space. 

It is recognized that the size of the campus will lead to procedural differences among 
the various locations of the University. However, the principles presented within 
apply equally to all locations of the University. 

2. Planning 

The course offering process is an on going analysis of past, current, and future course 
demand, whereby the academic unit determines what courses should be offered in 
future semesters. This analysis should focus on the several different types of courses 
the academic unit may offer: 

--general education; 
--courses required for majors, electives; 
--special interest courses.  
 
Faculty staffing issues such as proposed sabbatical leaves and pending research 
contracts that include released time and graduate assistant availability must also be 
considered. 

The Office of the University Registrar is available to assist in the planning process by 
providing course offering, program summary, and student enrollment data to the 
academic unit. 

3. Establishing the Course Offering 

Academic units should give consideration to the following guidelines in establishing 
their course offering: 

--Schedule courses required in the major. 
--Schedule general education courses. 
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--Schedule other regular elective courses. 
--Schedule special interest courses on a faculty- and space-available basis. 
--As soon as possible, ideally at the time of the initial offering, assign faculty to all 
offered courses and sections. 
--Identify courses that should not be scheduled in time conflict with other courses 
within and between academic units. This may require collaboration among multiple 
academic units. 
--Identify specific classroom characteristics needed to support instruction, such as the 
need for technology. 
--Specify course characteristics that will be helpful to students during registration. 
--Where possible, offer additional sections and/or set higher section limits for 
typically over-demanded courses. 
--Avoid offering courses with histories of being under-enrolled. 

Academic units are strongly encouraged to complete their course offering as fully as 
possible starting with the initial publication. This action insures that the complete 
course offering is available to the largest number of students, advisers, and faculty. 

4.  Standard Scheduling Periods 

Standard scheduling periods are 50 minutes Monday, Wednesday and Friday 
and 75 minutes Tuesday and Thursday. In an effort to provide maximum 
scheduling opportunities for students and to maximize utilization of classrooms 
and other learning facilities, standard scheduling periods should be used to the 
maximum extent possible. 

Departments must distribute course offerings across the days of the week 
according to the following criteria: 

•       Course offerings on Mon/Wed/Fri must exceed 30% * of the 
department’s total. 

•       Course offerings on Tues/Thurs may not exceed 45% * of the 
department’s total. 

Departments must distribute course offerings throughout the day according to 
the following criteria: 

•    Offer no more than 45% * of total department course offerings during 
prime time (prime time is defined as 10:00 am to 2:00 pm). 
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5.  Non-standard Sequence Courses 

While it is recognized that some courses, for pedagogical reasons, do not fit 
neatly into the standard scheduling periods, extensive use of non-standard 
scheduling patterns makes it difficult for students to create a viable class 
schedule which can impede students’ degree progress. It is therefore necessary to 
minimize the use of non-standard scheduling periods. If use of non-standard 
scheduling periods is unavoidable, they must approved by the College Dean or 
designate and be scheduled according to the following criteria: 

•       Non-standard sequence courses should be scheduled outside of prime 
time (prime time is defined as 10:00 am to 2:00 pm) 

•       The class start time must align with the beginning of a standard 
scheduling period 

• As much as possible, the class end time should align with the end of a 
standard scheduling period. 

5. Coordinated and Concurrent Courses 

Some courses are to be scheduled concurrently with other courses or as a set of 
coordinated courses. Academic units offering coordinated or concurrent courses 
should clearly identify these courses by placing the appropriate designation in the 
course characteristic field of the course offering. 
 
6. Distribution by Meeting Periods and Days 

In an effort to provide maximum scheduling opportunities for students and to 
maximize utilization of the classroom and other learning facilities, each location is 
encouraged to develop a course-scheduling matrix. The course-scheduling matrix 
appropriately distributes the course offering among the class meeting periods per day 
and days of the week. 

Both the initial course offering and subsequent adjustments to the initial course 
offering must maintain the integrity of this distribution. 

The academic unit recommends course-scheduling patterns. The campus Registrar has 
the final authority for determining the meeting times for all courses and for the 
assignment of general-purpose classrooms. 
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Academic units are permitted to schedule courses during the evening hours and on 
weekends. 

6. "By Appointment" Courses 

Those courses that do not meet on a regular schedule, such as independent study 
courses, research, or thesis preparation courses, may be scheduled as "by 
appointment." Room numbers listed for courses scheduled by appointment refer to the 
office number and building of the instructor or the head of the academic unit offering 
the course. 

Class meeting times later arranged must be agreeable to all concerned and may not 
conflict with other scheduled courses. 

7.  Credit Courses of Less Than Full Semester Duration 

Credit courses are normally scheduled for a full semester. Courses that are shorter 
than a full semester can be scheduled with the approval of the appropriate academic 
unit. The distribution of time between in-class activities and outside preparation varies 
from course to course. To earn 1 credit, the normal expectation is for the student to 
spend at least forty hours of work (in the classroom and outside) per semester. (see 
Faculty Senate policy 42-23). This work is planned and arranged by the faculty. 

Several issues should be considered when an academic unit considers the offering of a 
credit course or combination of courses on a less-than-full semester basis such as: 

--The student population expected to schedule the course; 
--Whether the partial-semester course would prevent students from scheduling a 
normal load of full- semester courses; 
--The academic and resource implications generated by the partial-semester course; 
--The learning outcomes differences that may occur in the selection of full-or partial-
semester courses. 

Upon approval of the college dean, the campus chief academic officer, or their 
designee, the course request is forwarded to the campus Registrar. 

8.  Publication of the Schedule of Courses 

The course offering for a given semester is published approximately five months prior 
to the semester for which that offering is intended (dates may vary at campuses). The 
official and preferred University publication is on the World Wide Web. Included in 
the Web publication are all resident instruction delivered courses offered at all 
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locations of the University and those continuing education delivered courses that are 
designated as "public." These "public continuing education courses" may be offered 
on or off campus.  are all credit courses offered at all locations of the University 

* The percentages recommended in AD76 and C-1 were derived from the 
benchmarking process by reviewing best practices at a number of AAU colleges and 
universities.  See Appendix 2 for the list of benchmarking institutions. 
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