
1b) Shepherd/Committee 
review district academic 
calendar and determine 

RLC's dates for a semester
production calendar.

2) Academic deans discuss 
regular and DL projected 

class offerings with DL Dean 
and Enrollment Manager.

3) Academic deans, lead 
faculty, and coordinators

build basic class schedule 
shells.

4) Staff in the academic 
schools enter course 

sections data into Colleague.

5a) Web Master and 
Graphics Coordinator

download the class data from 
Colleague.

5b) Staff in academic 
schools, Graphics and Room

Coordinators, and Web 
Master follow calendar dates 

to review the data.

6) DL Dean and Room 
Coorindator work with staff 
from academic schools to 

assign classrooms to 
sections.

7) Staff in academic schools, 
Graphics Coordinator, and 

Web Master continue to 
review/update the class data 
until it is ready to be printed.

8) Web Master posts 
schedule information on 

RLC's website.

9) Graphics Coordinator 
submits print ready schedule

to printer.

10) Printer delivers printed 
class schedules to RLC.

1a) Shepherd of the credit 
class schedule build process 

meets with Schedule 
Production Committee.

1c) Shepherd builds RLC's 
calendar, shares with 

Schedule Production Team, 
and guides the process to 

completion.
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