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Course Change Form
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Student I. D. Number


	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


Local Address

Family Name

Local Address

First (given) Name

    Initial

Faculty: Engineering U.G.
COURSES TO BE DROPPED
	
	
	
	-
	
	
	


Major: _________________________

E-Mail: _________________________

Postal Code

First (given) Name

Phone: _________________________

Semester:  2012 WINTER
	FAC.
	Prog.
	Course
	Sec=n
	 if

Repeat
	if Audit
	Professor=s Signature
	Office use
	Exam Slot

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


	FAC.
	Prog.
	Course
	Sec=n
	 if

Repeat
	if Audit
	Professor=s Signature
	Office use
	Exam Slot

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	
	
	
	
	
	


COURSES TO BE ADDED
My SIS Registration in the above course(s) was blocked because:

 Yes
   No






Yes    
No


1.) I will go into overload†


Permission to take overload is granted.
 


2.) I have an exam conflict*


Special conditions are specified on this form.
 


3.) I have a schedule conflict*





4.) I am missing a prerequisite course(s)


†By requesting overload, you acknowledge and accept the

5.) The class is full



overload charges associated with taking more than the number

6.) I am not an Engineering Major


of courses prescribed in the calendar for your program, semester

7.) Instructor approval required



and year.
I have attached a request for special accommodation of items

numbered _________________ above.


______________________________________    ____________
Supporting documentation
is attached




Dept. Head/Program Chair Signature

Date
I am requesting no special accommodation



A continuation of this form is attached.



*NOTE ITEM 9 ON REVERSE SIDE OF THIS FORM AS IT APPLIES TO 2) & 3) LISTED ABOVE.

I have confirmed that the above information is 

correct.

 

____________________________________     ___________

______________________________________    ____________
                         Student Signature



Date


Associate Dean Signature


Date

**More courses are on another form

 SEQ CHAPTER \h \r 1University of

WINDSOR

FACULTY OF ENGINEERING

	These procedures apply whenever a Course Change (ADD/DROP) Form is needed to document special permission to Register in any courses (which cannot be done directly over the web using the Student Information System).


TO:
All Engineering UNDERGRADUATE Students


RE: Course Changes - ADDING/CHANGING COURSES
NOTE:
Since the Course Change Form is intended to indicate, formally, changes to a student's official enrolment conditions, it must be completed carefully with an ink pen and not pencil.  Therefore, forms with unclear writing or missing or stroked out entries may be refused further processing by the Associate Dean's Office.

1.
Students must obtain, complete, and sign a copy of the "Course Change Form" for the Faculty of Engineering. The reasons for using the form are to be clearly indicated on the form or described in a covering signed memo attached to the course change form, as are any conditions requiring special approval (such as overload).

2.
Students must attach whatever documentation is required to support any special request.  This may include a print out of your schedule and grades; your exam details; your transcript (all are available from the SIS) to show that there are no conflicts, or overload and also successful prerequisite course performance.
3. (a)
Students must obtain the Instructor’s signature to ADD a course first.  This is necessary even if a student is only changing from one section of a given course to another section of the same course (so that the Grade Collection Form is accurate).  Dropping courses (or lab sections) can be done using the Student Information System on the web up until March 14th, and does not require signatures. 

3.(b)
Where other Faculties have the practice of retaining the course change form they require to be used, the Engineering student is to record the information on the Engineering Course Change form and to submit it to the Office of the Associate Dean- Academic’s office with their covering note, for retention in his/her file.

4. (a)
Students in the First Year (SEM1 or SEM2) are to take this signed form directly to the Associate Dean's Office.

4. (b)
Students who have declared a major - Second, Third, and Fourth Year students (SEM3 – SEM8) – are to obtain approval for the course change(s) by getting the signature of their Department Head.  Any overload or other special requests (e.g., for alternate technical electives) must be explicitly approved by the Department Head.
4. (c)
Second, Third, and Fourth Year students will then take the form to the Associate Dean's Office for his signature.

5.
All students will pick up their forms from the Office of the Associate Dean-Academic after they have been approved and signed by the Associate Dean-Academic and copies processed into the students' files.  Students are to allow at least one-half day for this step to be completed.

6.
All students will take their signed Course Change Form to the Registrar's Office between 8:30 a.m. and 4:15 p.m.  The changes will be made immediately. Students are advised to retain the form as a record of their intended registration, and to later check it against their SIS record.

7.
The last date for ADDING a course is two weeks after classes begin – Wednesday, January 18, 2012.
8.
The last date for voluntarily DROPPING a semester course (VW) is nine weeks after classes begin Wednesday, March 14, 2012.  After this date, a course cannot be dropped without a grade and one will be assigned for the course at the end of the semester.

9.
Instructors signing students into a course where there is an exam conflict must put in writing they are aware of conflict and will accommodate student ... attach note to this form.  Schedule conflicts require written acknowledgement and approval of all instructors involved ... attach note to this form.







N. Zamani







Associate Dean – Academic, Faculty of Engineering








(Room 145 Essex Hall)
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