Procedure for Documentation of Flexibly Scheduled Courses

Flexibly Scheduled Courses Fewer Than 11 Days
As of June 1998, OBOR requires documentation of approval for only those courses meeting for less than 11 consecutive days, 11 consecutive days being defined as those courses in which the last scheduled class is less than 10 calendar days after the first scheduled class.

1. Courses must be approved for offering on a flexibly scheduled basis by the Provost or his designee.  For purposes of this procedure, Karen Troyer, Director of Academic Resources, will approve courses.

2. The college or department wishing to schedule a flexibly scheduled course meeting less than 11 consecutive days will complete the Flexibly Scheduled Course approval form and forward it to the Provost’s Office for approval.  For flexibly scheduled courses fewer than 11 days offered through University College Division of Workplace Credit Programs, the Contract Education Funding Form will be accepted in lieu of the Flexibly Scheduled Course approval form.

3. As required by OBOR, the college or department will document whether the course has a regularly scheduled course analog (i.e., is the course also offered on a non-flexibly scheduled basis).  A syllabus or course description must be provided for courses with no regularly scheduled course analog or for special topics courses, including those courses for which the Contract Education Funding Form is used as documentation.

4. The Provost’s designee will verify the existence of a regularly scheduled course analog and verify that the flexibly scheduled section has adequate contact hours per accreditation standards.

5. The form will be kept on file in the Provost’s Office and a copy will be returned to the college or department.

6. The Provost’s Office will ensure that documentation exists for all courses meeting less than 11 consecutive days.

All Flexibly Scheduled Courses

The Provost’s Office will check a sample of all flexibly scheduled courses for adequate contact hours.
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