Attachment  B – Memo to Faculty Senate

TO:
Faculty Senate

FM:
Academic Calendar and Schedules Committee

RE:
Final Examination Schedule Templates

DATE:
 12/05/08

Attached are templates, prepared and approved by the Faculty Senate Academic Calendar and Schedules Committee, detailing the final exam schedule for every Spring and Fall semester at UALR (Final examinations in summer term courses are given during the last scheduled class session). There are five different templates, each based on Consultation Day beginning on a different day of the business week.

To use, you simply determine the day of the week on which Consultation Day falls in a particular semester then follow the appropriate template.  For instance, if Consultation Day falls on Monday for the semester in question, you would use the template labeled “Final Exam Schedule:  Consultation Day on Monday” then follow the placement of exams as detailed by that template.  NOTE:  The templates are based on the current table used by the UALR Office of Records and Registration which lists the time for exams in the far left column and places the exams in the appropriate rows by regular class meeting time and days of the week.

These templates follow the expressed policies and wishes of the senate concerning the schedule of final exams including:

· That the final exam schedule remain constant.

· That final exams for those classes with the largest enrollment be scheduled as close to the beginning of the examination period as possible.

· That final exams for a particular class be given on the day of the week that the class normally meets (A Monday/Wednesday/Friday exam, for instance, must be given on MWF).

· That grades are due (as close as possible) to 2 days (48 hours) after final examinations are concluded.

Additionally, the Calendar Committee notes that the UALR Faculty Handbook (page 7.9) requires that “…all faculty members comply with an orderly schedule of final examinations” and that each faculty member who gives final exams is “…required to use the specified schedule for final examinations.”

These templates also specifically state that finals for one-hour classes that meet once a week will have their final on the last day of class.

The templates were designed to encourage easy use and understanding while following the current table used by the Office of Records and Registration. Should that table change in the future, the templates should be amended accordingly.

Should there be conflicts between information contained in these templates and previous action taken by the Faculty Senate or other university representatives, these templates will supersede the previous senate action.

Should any questions arise about the use or intent of the templates, the committee recommends that the question(s) be directed to the Faculty Senate Academic Calendar and Schedules Committee for answers or clarification.

