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Class Scheduling

Learning Community (LC) Change Setup Request

	Requestor Instructions

Identify LC Classes to receive change & provide requested information.

	Requestor’s Name:      
Phone:       
Date:       
Learning Community Title:       


	Process Prerequisites/Assumptions
One (1) faculty member completes and submits class data for entire LC. All involved faculty are in agreement to proposed change(s).  Students have been contacted prior to change(s) being submitted, if appropriate.  Classes included in a LC are in SIS and active.  Classes having same Course ID (cross-referenced) must use the same section #’s, i.e. 0001 combined with 0001. 


Long Description (254-character maximum) is content displaying in Enrollment Requirement section of Class Search which feeds to Find A Class and displays as an error message which students and staff see if they do not enroll in all the classes of a LC at the same time.

Association Requisite classes roll with Prior Term Copy and retain previous term’s description content including class #’s.  Therefore, changes to Long Description must be submitted during schedule building phase because this is when the new term’s class #’s are identified for the LC.  Additionally, Course ID and Associations may or may not change.
	Change Setup Request for Class Association Requisite

	Term:   FORMDROPDOWN 
      (year)

	Subject & Catalog #
EX 1: CHM130 & CHM130LL (1)
	Long Description (254-character max)

EX 1: Concurrent enrollment required in CHM130 21916 & CHM130LL 22103 or 22214
	Proposed Change
EX 1: Change from CHM130LL 22103 OR 22214 to CHM130LL 14456 OR 14459
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