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1.
Introduction

(a) This paper proposes a set of principles, and some key processes for translating them into practice, relating to the construction and delivery of the TT.  In some cases, it simply reaffirms existing principles.

(b)
The philosophy underpinning this implementation strategy is partnership: a partnership between Faculties, relevant Departments, and the Timetable Office (TTO) to deliver the common objective of providing the best student learning, and best staff, experience achievable in line with the University’s strategic aims.

2.
Aim

(a)
To create an annual TT, which will efficiently and effectively deliver the learning, teaching and assessment strategy of the University as interpreted in the validated curriculum design of individual programmes.

3.
Objectives


To deliver the aim by:

(a) maximising the efficiency and effectiveness of the various communication flows required to construct and implement the TT;
(b) embedding key parameters for construction of the TT; 
(c) reinforcing the centrality to TT design of the timelines of programme/module approval processes;

(d) acknowledging the need for the TT to reflect progressive quality enhancement of learning and teaching processes;

(e) Delivering the TT as early as possible preceding the start of the academic session and not later than 31 July each year.


4.
Key Principles and Associated Processes
(i) 
The starting point for discussions between Faculties and the TTO about the annual TT will be the TT which actually operated (modules as allocated to spaces and times but excluding staff names and students) in the previous academic session.

The TTO will distribute the current TT to the appropriate Head of Subject (HoS) with an agreed deadline for receipt of necessary changes for the next academic session. The TTO will publish annually a timetable planning timeline after consultation with Faculties and appropriate Departments. The timeline will be approved by the Timetable Strategy Group..  The process for reaching an agreed TT for programmes will be one of on-going interaction and dialogue between the HoS and the TTO, reflecting the University's objective of a partnership approach to timetable construction and delivery, up to the agreed deadline for publication of the TT.  All members of staff, including Programme Leaders, Module Directors and/or Module Tutors will communicate with the TTO through the HoS or formally agreed designated representative. This should avoid confusing or contradictory messages being exchanged and increase communication efficiency.
(ii) 
Changes to the previous year’s TT will be made by agreement between the Head of Subject (HOS) and the TTO (arbitrated by the Deputy Dean and PVC where necessary) if they relate to any of the following factors: 

(a) 
changes to the deployment of academic staffing required by the Faculty. Changes of personnel, changes to staff contracts and changes in the personal circumstances of staff will need to be taken into account.   The personal preferences of staff for particular working patterns should not be.  Deans (or designated senior staff) will need to sign-off acceptable constraints on staff availability on the basis of University HR policies and its employment contract with the individual member of staff concerned.
(b) 
module and/or programme modifications (including recognition of changes in student recruitment) which have been approved through the University’s formal procedures by the published deadline. Other changes to the ways in which modules are delivered which could affect timetabling of formal teaching activities for the next immediate delivery of the module (for example, reflecting pedagogic innovation) can be approved by the HOS but should be approved only after very careful consideration of the timetabling and any other consequences of doing this. It is expected that such decisions will be exceptional and normally changes would be approved by the QEC to the normal timeline for minor modifications operated by the University. In any event, QECs must be notified of such decisions by the HOS and will keep a formal record of all such changes. The HOS will be responsible for judging whether the requested change should be referred for approval to the QEC.

(c) 
changes required in order to respond to serious and urgent concerns about delivery of a module or modules formally expressed by External Examiners and/or through formal student feedback, and/or formally by academic staff. Under normal circumstances recommendations from External Examiners for changes to modules which will affect timetabling will not be implemented in the TT for the next academic session but only from the session following it (eg. recommendations made summer 2007 would not be implemented in the TT until the 2009-10 session). The only exception to this general policy will be when matters raised by the Examiner(s) or in formal student feedback are considered by the Faculty to be serious and urgent, adversely affecting either the academic standards of the award(s) to which the module contributes or the quality of student learning opportunities.  In these cases the Dean will consult with the Pro Vice Chancellor and agreement will be reached as to whether changes which will affect the TT are required for the next delivery. Reflections on External Examiner reports, and consequent actions to be taken, feature centrally in the AER process.
(d) where taking advantage of strategic opportunities presented to Faculties makes changes desirable.
(iii) 
The TTO will generally start discussions about the TT for the next session by focusing first on the large and complex programmes in each Faculty. These discussions will include a reflective critical analysis by the Faculty of factors/issues relating to the previous years timetable (including resources within allocated rooms) to inform the TTO work. Faculties may suggest other priorities for starting to build the teaching timetable where this is considered strategically necessary.
 (iv) The TT will be constructed on the basis that all modules are available to be timetabled at any time during the standard University teaching day (09.00 – 20.00 Monday, Tuesday, Thursday; 09.00- 13.00 Wednesdays; 09.00 – 17.00 Friday).

It is fully recognised that some modules will require specific day and time slots (eg. those based on student day release from employment). There may need to be exemptions to the general principle to reflect contractual constraints but these will be dealt with on an individual basis and do not undermine the general principle. Exemptions for teaching on Wednesday afternoon will be agreed as per the criteria approved by Academic Board in 2003.These will be revisited by the Board in 2007-08. All new academic staff should be reminded by their Faculty and the University centrally at the time of their appointment, that any module may be scheduled for teaching at any time during the standard teaching day, subject to the possibilities for exemption as noted above.
(v) 
Supported Open Learning (SOL) activities will be included in a module TT only where such activities require group learning processes in particular spaces and the Faculty specifically requests this.  Academic staff names will not be assigned to such timetabled SOL activities unless there are very specific reasons for doing so (eg health and safety)

Academic staff need to be allocated to modules and teaching sessions in order for the timetable to function effectively and efficiently. There are, however, no grounds for allocating academic staff to SOL activities.  Excluding the names of academic staff from this equation will enhance the efficiency, effectiveness and the flexibility of scheduling SOL sessions.
(vi) The TTO Manager will meet at least once each year with senior staff in Faculties (as determined by the Dean) to consider any implications for timetabling arising from the approved Faculty  Operational Plan for the following academic session.
(vii) The ASC Executive Officer will ensure TTO is sent the validation schedule each year once approved by ASC.
(viii)Registry will ensure all newly validated modules are speedily and accurately added to the database used by TTO along with updated versions of amended modules. Faculties must meet published deadlines for formal notification to QAS of module amendments/new modules.
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