
Life Cycle of the 
Class  Schedule  

Planning, Proofing and Reporting



During Sessions Please…

 SILENCE CELLPHONES
 SAVE QUESTIONS TO THE END OF THE SESSION

 AVOID SIDE CONVERSATIONS
 COMPLETE OUR SURVEY

…Thank you! 



• Identify the three phases of the academic schedule and learn how are they put into practice.

1. Planning Phase
2. Proofing Phase
3. Reporting Phase

• How university scheduling works in tandem with all departments on campus to create quarterly 
master schedules.

• Where to access/view scheduling materials online.

Overview
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C h r i s t i n a  N y s t r o m
S c h e d u l i n g  A n a l y s t   

O f f i c e  o f  t h e  R e g i s t r a r ,
C a t a l o g ,  C u r r i c u l u m  a n d  
S c h e d u l i n g
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• Cal Poly is a quarter campus

• The academic schedule is built four times per year: Summer, Fall, Winter and Spring

• A previous “like” term is rolled to create the new term. 

• The overall build of the Schedule of Classes takes up to nine months, as departments work 
through Planning, Proofing and Reporting for each term.  

• Ensuring accurate information in the Schedule of Classes is imperative. 

• Department schedulers work diligently with University Scheduling to ensure the Schedule of 
Classes is accurate and required changes are submitted in a timely manner. 

• A calendar of deadlines is published via the University Scheduling Production calendar. 

Phases of Academic Scheduling

5

https://registrar.calpoly.edu/academic-scheduling


U n i v e r s i t y  S c h e d u l i n g  P r o d u c t i o n  C a l e n d a r
A c a d e m i c  S c h e d u l i n g  P r o d u c t i o n  

C a l e n d a r : h t t p s : / / r e g i s t r a r . c a l p o l y . e d u / a c a d e m i c - s c h e d u l i n g
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https://registrar.calpoly.edu/academic-scheduling


• Department Heads/Chairs and Schedulers emailed new term Planning materials.

• Security opens 

• Department Scheduler role has update access in PeopleSoft

• Departments add, delete and update class sections

• Use approved meeting patterns
• Follow Campus Administrative Policy (50% in/outside prime time)

• PeopleSoft security closes at 11:59pm on Planning Phase due date 

• Department Scheduler reverts to view only

• Open Lab(s) offered during the Planning Phase

What ’s  Involved in  the  P lanning Phase?
* D e s i g n i n g  P h a s e
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Planning Phase Request  Worksheet
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A p p r o v e d  M e e t i n g  P a t t e r n s
A p p r o v e d  P a t t e r n s  h t t p s : / / r e g i s t r a r . c a l p o l y . e d u / a c a d e m i c - s c h e d u l i n g
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https://registrar.calpoly.edu/academic-scheduling


• University Scheduling thoroughly reviews all data entry

• If clarification is needed, the department is contacted via email 

• Reminder: Classes placed following CAP (50% in/outside prime time)

• After data reviewed, University Scheduling assigns University Lecture Rooms

What’s  Next?
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U n i v e r s i t y  L e c t u r e  R o o m s
U n i v e r s i t y  L e c t u r e  R o o m s  h t t p s : / / r e g i s t r a r . c a l p o l y . e d u / a c a d e m i c - s c h e d u l i n g
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https://registrar.calpoly.edu/academic-scheduling


• Department contacted if sections cannot be placed 

• Options proposed based on room availability

• Department decides to:

1. Accept the proposed time. University Scheduling will update the Schedule of Classes and 
ask the department to verify changes.

2. Evaluate the entire department schedule. If a section has been placed and that faculty has 
flexibility, may choose to swap times, giving the section that was not placed the previously 
assigned room/time and negotiating a different time for the instructor with more 
flexibility.

Negotiat ions:  “Not Placed”
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• Department Heads/Chairs and Schedulers emailed new term Proofing materials.

• Email updated Excel file to University Scheduling when done

• University Scheduling will update PeopleSoft
• Changes should be minimal
• If changes required prior to receipt of the Proofing document, they should be emailed to 

classschedule@calpoly.edu. 
Reminder: Departments may use either PeopleSoft or Dashboards (Schedule of Classes) to 
proof their schedule. If using Dashboards keep in mind information is refreshed once nightly.

W h a t ’ s  I n v o l v e d  i n  t h e  P r o o f i n g  P h a s e ?
*  R e f i n i n g  P h a s e
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• Schedule of Classes publishes to PASS (Plan a Student Schedule)

• After PASS publishes, if changes are necessary (change to class time, day, 
consent, or notes) the section must be cancelled and a new section created 
with the updated information.

• Instructor edits and changes to enrollment cap can be made at any time prior 
to Census

• Registration begins

What’s  Next?

14



• Department Heads/Chairs and Schedulers emailed new term Reporting materials.

• Department will verify the following:

• Section enrollment counts accurate based on the regular add/drop deadline  
• Sections with enrollment must have an instructor assigned

• Lastly: Colleges and departments review FAD reports (Faculty Assignments by Department). 

• Distributed by Institutional Research https://ir.calpoly.edu/

W h a t ’ s  I n v o l v e d  i n  t h e  R e p o r t i n g  P h a s e ?
* F i n a l  R e v i e w
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• Office of the Registrar:
http://registrar.calpoly.edu

• Campus Administrative Policy
http://policy.calpoly.edu/cap/200/cap280.htm

• Calendars 
https://registrar.calpoly.edu/Calendars_Deadlines/index.htm

• Final Exam Calendar
https://registrar.calpoly.edu/Calendars_Deadlines/index.htm/#FE

• Common and Alternate Final
https://registrar.calpoly.edu/academic-scheduling

• Academic Scheduling Resources
https://registrar.calpoly.edu/academic-scheduling

Resources
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• Identify the three phases of the academic schedule and learn how are they put into practice.

1. Planning Phase
2. Proofing Phase
3. Reporting Phase

• How university scheduling works in tandem with all departments on campus to create quarterly 
master schedules.

• Where to access/view scheduling materials online.

Recap
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• University Scheduling
Phone: (805) 756-2461

Email: classschedule@calpoly.edu

Questions/Contact  Info.
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