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University Policy on Timetabling

Scope

The policy will make cover to all provision on campus and include university activities
that are part of a regular academic cycle. It will not cover activities at collaborative

partner institutions. It will make reference to the process of external bookings.

Oversight

The University Board of Studies maintains oversight of this policy and is responsible

for resolving any conflicts arising from the process that cannot be resolved locally.

Timetable efficiency hinges upon high quality estates and a consistency of
expectation in terms of room contents and infrastructure, including digital
infrastructure. Specific expectations for those areas holding responsibility are noted
later in the policy will be monitored by the relevant Heads of Service and Senior

Management Team lead.

Process

The timetabling software system has a two-stage process of requests and schedule.
Requests, in the main, will be input directly by relevant staff and the scheduling will
be undertaken by the central Timetabling Team (TT). A ‘request to change process’

will be available.
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Timeframes

Initial requests for teaching and annual cycle activities: End of last week of March
Scheduling to commence: First week of April

Initial draft for staff approval (Semester A/Term 1): End of first week of June
Student availability (Semester A/Term 1): End of last week of June

Initial draft for staff approval (Semester B&C/Term 2&3): End of first week of

November

Student availability (Semester B&C/Term 2&3): End of first week of December

Important note: 15 year timetables for Semester A/Term 1 will need to be programme

generic and not specific to individual students as they will not have fully enrolled. As
such, they are subject to change, but the intention is to provide new students with

some indication of their timetable at this point.

Principles

Requests

1. For full academic programmes, module leaders (MLs) are required to input
timetable requests for the whole academic year one month following annual
contribution modelling and no later than the end of March. It is best practice
that PLs discuss overall programme timetabling with MLs as a collective prior
to them inputting requests. Requests will be confirmed by Programme
Leaders (PLs) who are required to have oversight of the programme
timetabling requests as a whole, before being scheduled by the central
timetabling team (TT).

2. For short courses, programme leaders (PLs), are required to input timetable
requests for the whole academic year one month following annual contribution
modelling and no later than the end of March. It is accepted that some short
courses will be requested at short notice following this date if opportunities

emerge throughout the academic year.
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. Programme specific induction activities will need to be requested at the same
time as module requests by PLs (in liaison with the Academic Services).
Centralised induction timetable requests will need to be input by the end of
March and will be coordinated by Student Support & Wellbeing and Academic
Services.

. Core examination requests will be input by the ML with the understanding that
assessment is fundamental to the learning experience, and a member of the
module team would be expected to be part of the team available on the day of
the examination. Additional rooms required upon guidance from the Student
Support & Wellbeing team (SS&W), will be requested and scheduled centrally
by the Academic Services. It is expected that an annual meeting between PLs
and SS&W will occur to discuss student assessment requirements.

. Non-teaching, but core annual cycle, activity requests such as Open Days,
Interview Days, Committee meetings, MABs/PABs, known external bookings,
and subject-focused events (e.g. Careers Days) will be input by members of
the specific professional service. An agreed list of such activities will be
formalised at Senior Management Team each February for the following
academic year; this list will be given to academic teams to consider as they
make timetable requests.

. Additional requests, such as ad hoc meetings, will be input directly by staff.
There will be delimitations around core teaching and annual cycle requirement
normal timings initially, but these will be removed once timetables are
released.

. Additional external bookings (outside those stated on the SMT annual cycle
activity list [see point 5]) that are requested mid-year, will be input by
nominated staff for particular areas (e.g. Marjon Arts Centre). There will be
delimitations around core teaching and annual cycle requirement normal
timings initially, but these will be removed once timetables are released.

. A Priority Event (PRIORITY) can be sponsored and requested by a member
of the Senior Management Team at any point during the academic year and

will be input by the central timetabling team (TT).
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Scheduling

1.

7.

The teaching day is deemed to be 0900-1800 although academic sports
provision requiring practical spaces will normally end at 1600.

Wednesday contact time will be minimised as much as possible; however, the
full spectrum of Monday to Friday will be the default for the timetable
scheduling, with weekends being included where requested.

Teaching activities normally start on the hour and finish at 10 minutes to the
hour, allowing 10 minutes to move from one activity to the next.

It is acknowledged that there may be requests for particular days, times and
rooms. Whilst scheduling will attempt to match these requests it is not
guaranteed; room availability, staff availability and student availability will not
always align, and popularity for specific times and days makes this even more
difficult. In addition, it is important that there is not a detrimental impact on
other students and programmes due to such requests.

Scheduling will commence with the understanding that:

a. activities where a disabled student or member of staff requires
particular arrangements/reasonable adjustments will have priority over
other teaching activities;

b. There will be no priority or preference given to particular subjects or
cognate areas;

c. Staff on fractional contracts may have limited availability for specific
days;

d. Requests submitted following end of March deadline will be scheduled
after other requests.

Once the timetable has been set for the year, room bookings are confirmed
but the TT retains the right to change room allocations in response to evolving
resource constraints, such as changes to course enrolment figures, Equality
Impact Assessment requirements, or loss of learning and teaching space in
the event of an emergency.

A ‘request to change process’ will be available and will include a level of
authorisation. Changes to the published timetable are likely to be detrimental
to the student experience and should be avoided by the construction of a
timetable based on timely and accurate data. Changes may therefore be
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made only in exceptional circumstances, such as staff incapacity; occupation
of inappropriate/ incorrect rooms; approved change in staff availability; actual
number of students exceeds room capacity; actual number of students is
much smaller than expected, hence would fit in smaller room (freeing a large
room for a larger activity which cannot otherwise be accommodated); location
becomes unavailable. Where changes are made students must be informed
via agreed lines of communication and given the opportunity to raise any
concerns about the change.

A Priority Event (PRIORITY) can be scheduled as soon as it is requested by
the SMT lead.

Expectations

SMT:

An agreed list of non-teaching, but core annual cycle, activity requests will be

provided each February for the following academic year;

Deans/Directors:

Contribution modelling to be completed by the end of the first week in March

of each year for the following academic year.

In liaison with Programme Leaders (PLs), the process of confirming requests
and monitoring changes to requests must be undertaken.

In liaison with the People Department, a list of staff on fractional and selected
days of working (i.e. a list a staff availability) is provided to the TT by the end

of March for the following academic year

Estates Department:

An updated room capacity list is provided to the TT by the end of February
each academic year with proposed changes for the following year highlighted.
Proposed estates’ projects that that could impact upon timetabling must be

provided to the TT by end of February each academic year.
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e All rooms will be cleaned and functional for the start of an academic year and
checked against appropriate capacity and layout lists. There should be
monthly checks against this throughout the year.

e Once the timetable is complete, it will be reviewed to ensure that any out of
hours sessions can be covered by relevant staff to ensure rooms are open,

heated where necessary, and functional.
Digital Infrastructure:

e All rooms will have a consistent digital infrastructure to maximise flexibility in
room allocation.

e All rooms will be checked for all aspect of infrastructure and software prior to
the start of the academic year, and regularly throughout the academic year.

e All teaching staff will be provided with a consistent digital toolkit

(hardware/software) to optimise located and connected teaching sessions.
Registry, Quality and Admissions:

e Students records will be updated immediately following the Boards to ensure
the timetable software can update specific student names and allocations to
programmes prior to the start of the academic year.

e Target enrolment date for new undergraduate students will be the end of
August, and for new postgraduate students will be the end of the 3rd week of
August.

e All programmes are updated to the university systems at the point of Approval
in Principle including all module details.

e Academic Calendar to be provided by the end of January for the following
academic year.

Student Support & Wellbeing

e Centralised Induction timetabling requirements are requested before the end
of March each year.
e An annual meeting between PLs and SS&W occurs to discuss student

assessment requirements for relevant modules.
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Academic Staff

e Rooms are left in a functional and neat manner ready for the next session in that

room, aligning with room layout expectations.
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