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1 Purpose
The University Timetable is an important framework which allows timetabling constraints and room allocations to be coordinated to achieve optimal and equitable utilisation of teaching resources. The goal of a centralised Timetable is to minimise student clashes in a multi-disciplined scholastic environment, optimise the use of venues, and provide practical solutions to better use resources and manage timetable constraints. Timetabling incorporates a number of complex issues and a certain number of timetabling clashes across the University are unavoidable within timetabling constraints. However, every effort is made to reduce the impact of clashes.

This policy sets out key principles underpinning the following themes: Standard Teaching Times, Academic Staff Availability, Timetable Data Collection, Making Changes to the Timetable. 
2 Scope

The scope of this Policy applies to all staff involved in the delivery of teaching and teaching units.
3 Scheduling of Teaching Units 
All teaching units are scheduled utilising the University Timetable process unless there are exceptional circumstances.
The Deputy Vice-Chancellor (Education) determines exceptions to central scheduling.

4 Standard Teaching Times 
Standard Teaching Times are Monday to Friday between the hours of 8:00 am and 6:00 pm, in alignment with the approved University calendar. Classes may be scheduled any time during these hours. The following conditions apply:
(1) Classes can be scheduled in the evening, or outside standard teaching times where requested by the school, but must not normally be scheduled to finish beyond 9:00 pm.

(2) Level one unit classes must not normally be scheduled in the 8:00 am - 9:00 am session but an 8:00 am start time is used if no other options are available.

(3) Teaching activities are not scheduled during the common lunch hours on Tuesdays and Fridays from 1:00 pm - 1:45 pm without written approval from the UWA Guild President.

(4) Classes are scheduled to begin on the hour and must conclude 15 minutes before the hour to allow for a change-over period between classes.

5 Academic Staff Availability 
Academic Staff are available to teach any time during the Standard Teaching Times, unless a staff availability exemption has been approved by the Head of School or approved delegate. The following Staff Availability Exemptions may apply:

(1) Academic staff member employed on part-time basis only.

(2) Accommodation of caring duties, religious or cultural commitments in accordance with the UWA Policy on Flexible Work Practices.

(3) Where Academic Staff (excluding Teaching-Only) have requested an allocated day free of teaching commitments for research and this has been granted by the Head of School or approved delegate.

6 Timetable Data Collection
Timetable requirements for UWA Schools for the forthcoming year are collected during a Timetable Data Collection period. 
It is the responsibility of each school to provide the necessary timetabling information to the Timetabling Unit during the Data Collection period each year.

7 Prioritisation for Scheduling
When scheduling classes, priority is given to reducing student clashes and utilising venue resources efficiently.
To achieve best possible space optimisation and reduce student clashes, classes are scheduled at times and in venues as determined by the Timetabling Unit.
For teaching venues, scheduling of classes has priority over ad-hoc bookings (e.g. teaching is prioritised when there is a conflict in the use of the Octagon Theatre).

8 Making Changes to the Timetable 
Changes to the Timetable after publication to students must be kept to a minimum as students use the timetable to make enrolment decisions that best fit their academic interests as well as their family and work commitments. All change to the Timetable must be submitted for consideration to the Timetabling Unit.

Timetable Changes are only considered under the following conditions:

(1) To reduce the number of student clashes.

(2) A change in an academic staff member’s full-time or part-time status.

(3) An unexpected change in staff teaching responsibilities.

(4) Required attendance at approved School commitments e.g. School seminars or staff meetings.

(5) An unexpected surge/decline in student enrolment numbers which affects efficient venue utilisation.

(6) If overcrowding occurs as per the Overcrowding in Venues and Teaching Spaces policy.

(7) If a unit is no longer deemed viable.

(8) To make reasonable adjustments to accommodate students and/or staff with particular needs (Note: Access for students and/or staff with a disability takes precedence over other considerations, unless this causes unjustifiable hardship to the University).

(9) If an allocated venue does not meet teaching requirements.

(10)  If a location has unexpectedly become a health and safety hazard.

9 Definitions – 
Commonly defined terms are in the UWA Policy Library Glossary. 
In this policy and any associated procedures, 
the University means The University of Western Australia

Teaching Venues refers to lecture theatres, general teaching rooms, laboratories and other venues that are managed centrally as teaching spaces.
Timetabling Unit refers to the team responsible for co-ordinating the University Timetable.

University Timetable (Timetable) is the co-ordinated schedule of classes and venues for UWA which is published for students and staff.

UWA is The University of Western Australia.

Teaching period is defined in the University Policy on Teaching Period
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