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TIMETABLING: POLICY AND PRACTICE     

Senate is asked to  

APPROVE the move to an institutionally led timetabling approach, with a mechanism to enable 

UPARC to allow some courses to continue to operate student demand led timetabling.  

APPROVE the extension of the teaching week by four hours from 2017/18 with the pattern of 

the teaching day to be decided following further consultation with staff and students.  

AFFIRM the existing approach whereby staff will be available for teaching across the week 

unless flexible working arrangements are agreed under the formal University Flexible Working 
policy in advance of teaching constraints being collated.  Senate should note that this means 

Head of School (or delegate) approves initial staff constraints as well as all change requests 
post publication of the final timetable from 2017/18.  Senate should also note that School 

Education Directors will now sign off formally the accuracy and completeness of their School 
timetables at each stage of the timetabling process. 

NOTE the setting up by Academic Registry of a Teaching Infrastructure Group to address 

short to medium term teaching space and infrastructure planning needs. 

NOTE the Timetabling Action Plan which sets out operational and other improvements to the 

timetabling process. 

This report has been prepared by: Paula Coonerty, Academic Registrar and Jen Morgan, 

Deputy Academic Registrar  

This report is sponsored by: Professor Judith Squires, PVC Education and Students  

This report is listed under the Strategic Item: Education and Students 

Date of report: 11 February 2017 

Paper History:  

An earlier version of this paper were presented to the Student Number Planning Steering 

Group (December 2016). Subsequently timetabling practice and staff constraints were 

discussed by Education Committee and the Equality, Diversity and Inclusion Steering Group 

(both January 2017). UPARC discussed and endorsed the main recommendations of this 

paper in January 2017.   

Next Steps:   

Academic Registry will update the University’s Timetabling Policy in light of Senate’s decisions 
with respect to an institutionally led timetabling approach.  

Following the initial discussions with the trades unions and Bristol SU, staff and students will 

be consulted on the best way to incorporate the additional four hours of scheduled teaching, 
and the new pattern agreed by UPARC.  

Staff constraint forms will be issued to Schools, with advice and support provided.  

Timescale for implementation: Immediately and ongoing 



 

 

 
TIMETABLING: POLICY AND PRACTICE  

1.0 Introduction 

With the growth in student numbers and the incipient diversification of teaching and pedagogic 

methods at the University, we are recommending to Senate changes to existing timetabling 

policy in relation to the overall approach (institution led) and length of the teaching week.  In 

addition we are reaffirming the existing approach to the operation of staff constraints when 

scheduling teaching. This paper also sets out briefly the background to the setting up of the 

Teaching Infrastructure Group and includes the Timetabling Action Plan which underpins 

improvements in our approach to timetabling practice. 

2.0 Timetabling Policy: an institutionally-led timetabling process 

2.1 Historically, Bristol timetabling has been driven by student demand.  This means that 
students choose their options, and timetables are subsequently designed and amended to 
take account these selections.  Furthermore, flexibility and student choice are maximised 
through late module selection and changes. The Gallagher Report to Senate in 2013 
underlined the difficulties that such an approach created for the timely production of stable 
timetables. With pressures on teaching space, this is increasingly the case, leading to sub-
optimal solutions for students and staff (e.g. rooms geographically distant/ facilities less in-line 
with pedagogical requirements/ inability to accommodate increased student numbers leading 
to double-teaching or clashes in timetables); and increased timetabling changes across 
programmes (due to the ‘knock on’ consequences of timetabling changes on other 
programmes).  Furthermore, there has been student dissatisfaction with late changes to 
timetables relating to the consequent difficulty in planning extra-curricular activities, caring 
commitments and paid work.  This has been particularly difficult for part-time and mature 
students.      

2.2 To address the above issues, the University is proposing to change the timetabling 

policy so that Final Timetables are set (as part of the normal timetabling process) and there 

are no subsequent changes based on student demand. This means more structured student 

choice but within a curricular framework that is deliverable from a timetabling perspective. 

Practically this may mean scheduling mutually exclusive optional unit choices that are 

scheduled at the same time and operating maximum unit capacities so that room sizes may 

be forecasted with accuracy.  This is already the practice in several Schools and Faculties.  It 

should also be noted that optional choices for continuing students are selected and entered 

into SITS (and transferred to Syllabus Plus) by May and are thus automatically built into the 

timetabling process.  This will therefore affect the first year of study only. This approach is in 

line with sector practice and the principle of working towards consistent, early and stable 
timetable production.  

2.3 Institutionally-led timetabling will lead to the following advantages for staff and 
students: 

Staff Benefits:  

- enable quality assurance checks to ensure appropriate personal teaching timetables 
(e.g. not scheduled eight hours of teaching on one day);1  

                                                                 
1 Assuming all  teaching details are in the timetabling software (Syllabus Plus) 



 

- potential to review locations of teaching (though it should be noted that with the current 
pressure on the estate, our ability to ‘zone’ teaching is severely limited);2 

- greater stability for the personal timetable and reduced likelihood of having to change 
time/ location of teaching due to changes to other programmes;  

- normally the ability to deliver a clear research day for Pathway 1 staff; and 
- improved workload planning, reducing requirements to double teach or accommodate 

increased volume of assessments. 

Student Benefits: 

- ability to plan extra-curricular activities, caring responsibilities and paid work across 
the academic year;  

- promote inclusion of a more diverse student body;  
- better timetabling for part time students; and 
- reduced late changes to student timetables. 

2.4 There has been concern expressed that this is counter to the ethos of maximising 
student choice as a positive marketing tool, and a potential cause of student dissatisfaction 
which may be reflected in the NSS if students are unable to study on desired units.  Therefore 
it may be that some programmes continue to operate timetabling led by student demand and 
a formal mechanism to agree these will need to be established. To be clear, if we do not 
manage the timetabling process more closely, late changes will continue to grow in scale and 
impact, timetabling production will become increasingly unstable, and the number of 
timetabling ‘failures’ (the absolute inability to find a slot with an appropriate space) will 
increase. It is also likely that more teaching will be scheduled into spaces viewed as sub-
optimal by colleagues and students.  

2.5 Recommendation: All faculties move to an institutionally led timetabling 

process, exceptions to be approved by UPARC. 

 

2.6 To underpin this more structured approach, we will reinforce the partnership activity 

between the central timetabling team and schools.  The current timetabling process builds a 

timetable in three distinct phases: draft; provisional and final.  At each of these stages, the 

School is asked to check the timetable and contact the central timetabling team to highlight 

errors or omissions. Part of the Timetabling Action Plan (Appendix B) is to improve the quality 

assurance (QA) within the timetabling team, but a School level check subsequent to the central 

QA will continue to be a fundamental control in mitigating the risks of errors in the timetable 

and thus, is critical to enable the University to deliver a quality timetable.    If the checks do 

not occur, then quality is not being maintained throughout the processes and central 

timetabling can be unaware of issues until late in the process.  This backloads the issues 

                                                                 
2 The standard University timetable allows 10 minutes for ingress/ egress and travel between lecture 

theatres.   When constructing timetables, the central timetabling team consider the geography of the 

estate and where possible, timetable lectures in geographical proximity of the home department and as 

close as possible where teaching is concurrent.  The timetabling policy has been that 10 minutes is 

sufficient to travel between all teaching spaces.  Pressure on the estate and the complexity of timetables  

means that increasingly staff and students are having to travel further; and Academic Registry have 

had an increasing number of reports where travel times have been insufficient.  Due to the pressure on 

the estate and limitations of the timetabling software, it is not possible to implement geographical zoning 

within the timetable for 2017/18.  However, Academic Registry are exploring options for including 

geographical distance as part of its annual quality assurance checks; and if planned upgrades to the 

software can provide a technical solution for this.   

 



 

around the start of teaching blocks and increases the likelihood of students being affected by 
timetabling issues.   

2.7 Academic Registry sees the solution to this in two parts: improved timetable build and 

quality assurance within the central team (as detailed in the Action Plan) and consistent 

checking in schools. To support the latter School Education Director will be asked to formally 

sign-off the accuracy and completeness of the timetable at each stage of the process.    It is 

recognised that the School Education Director is not in a position to undertake all such 

checking personally. Rather the responsibility is to ensure that unit and/or programme 

directors have undertaken their required checks and that administrative staff likewise have 

completed the steps appropriate to them.  However, the SED role has sufficient authority to 
effectively encourage staff to complete the process to deadline    

 

3.0 Timetabling Policy: Length of the Teaching Week 

3.1 The University policy is that teaching is from 9am to 6pm Monday, Tuesday, Thursday 

and Friday; and 9am to 1pm on Wednesday. This makes a standard teaching week of 40 
hours.   

3.2 Analysis of the sector indicates that the majority of institutions broadly have similar 

teaching days to current policy.  However, Birmingham, Exeter and Warwick have all extended 

their teaching days.  A number of institutions also indicated that they were considering 

reviewing this.  The primary reason for this was pressure on space.   

 

 

3.3 With the growth in student numbers, we are currently experiencing greater and greater 

pressure on teaching spaces. Such pressure will only increase with diversification in teaching 

and pedagogic practices as colleagues engage in educational innovation. Currently additional 

hours are required mostly to address pressures on high capacity space.  Appendix A contains 

some further detail in this regard. To address this the central timetabling team could target 

either later or early timeslots for the purpose of using such spaces.  It should also be noted 

that although the extension of the teaching day is most needed to relieve pressure on high 

capacity spaces, where student timetables are full and/ or Schools have very specific 

requirements, it is likely that ‘additional’ hours will also be used to accommodate these 

Institution Monday Tuesday  Wednesday Thursday Friday 

Cardiff University 8am -6pm 8am -6pm 8am - 1pm 8am -6pm 8am -6pm

Durham University 9am - 6:15pm 9am - 6:15pm 9am-1pm 9am - 6:15pm 9am - 6:15pm

Imperial College London 9am - 6pm 9am - 6pm 9am-1pm 9am - 6pm 9am - 6pm

King’s College London 9am - 6pm 9am - 6pm 9am-1pm 9am - 6pm 9am - 6pm

Newcastle University 9am - 6pm 9am - 6pm 9am - 1pm 9am - 6pm 9am -5pm

Queen Mary University of London 9am - 6pm 9am - 6pm 9am - 1pm 9am - 6pm 9am - 6pm

University College London 9am - 6pm 9am - 6pm 9am - 1pm 9am - 6pm 9am - 6pm

University of Birmingham 9am -  7pm 9am -  7pm 9am-1pm 9am -  7pm 9am - 6pm

University of Edinburgh 9am - 6pm 9am - 6pm 9am - 1pm 9am - 6pm 9am - 6pm

University of Exeter 8:30am-6:30pm 8:30am-6:30pm 8:30am -12:30pm 8:30am-6:30pm 8:30am - 5:30pm

University of Leeds 9am - 6pm 9am - 6pm 9am - 1pm 9am - 6pm 9am - 6pm

University of Liverpool 9am - 5/6pm 9am - 5/6pm 9am-1pm 9am - 5/6pm 9am - 5/6pm

University of Manchester 9am - 6pm 9am - 6pm 9am - 1pm 9am - 6pm 9am - 6pm

University of Nottingham 9am - 6pm 9am - 6pm 9am - 6pm 9am - 6pm

University of Sheffield 9am - 6pm 9am - 6pm 9am-1pm 9am - 6pm 9am - 6pm

University of Southampton 9am - 6pm 9am - 6pm 9am - 12:45pm 9am - 6pm 9am - 6pm

University of Warwick 9am - 7pm 9am - 7pm 9am - 1pm 9am - 7pm 9am - 6pm

University of York 9am - 6pm 9am - 6pm 9am-1pm 9am - 6pm 9am - 6pm



 

pressures. Although practice may be to target the ‘additional’ hours the policy will be universal, 

as this simplifies the message and creates clear expectations when staff and students may 

have to be available.  

3.4 Recommendation: That the teaching week is extended from 40 hours to 44.  

3.5 To ease the pressure on the teaching estate, the University will consult with staff and 

students on options for changes to the teaching day. The main options are:  

 9am to 7pm (maintaining Wednesday afternoon teaching to 1pm)  

 8.30am to 6.30pm (with reduction of teaching on Wednesday afternoon to 12.30pm) 

 8am to 6pm (with Wednesday afternoon teaching to 12 noon) 

Senate may wish to propose other options for consultation. A change to teaching hours 

starting on the half-hour may be problematic as it will require a cultural change (e.g. around 

start times for meetings) although it reduces the extension at either end.  

 

3.6 The intention is to implement changes for next year (2017/18) which means a final 

decision will need to be made by mid- March 2017 to account for the annual timetabling cycle. 

To allow for the consultation, the collection of staffing constraints will also be delayed until this 

time.   Should the length of the teaching day increase, the central timetabling team will 

introduce a quality check to minimise the likelihood of staff teaching in the first and last session 

of the day.   Relevant HR policy and guidance (such as the flexible working policy) will also be 

amended accordingly to account for this change and services such as meals in halls of 

residences, opening hours for the nursery etc. reviewed to take account of any changes. 

 

4.0 Timetabling Policy: Staff Constraints  

4.1 Current timetabling policy states: 
 

The University recognises that although teaching staff will be expected to be available to teach 
during core hours, some staff will have constraints on their availability to teach. It is the 

responsibility of teaching staff to identify in advance constraints to their teaching availability ,  
and these constraints must receive the approval of the relevant Head of School.  

 

Staff on teaching and research contracts may be scheduled to teach at any time during the 
teaching week but may be allocated one (or more according to contractual or other agreement) 
non-teaching day per week.3 Non-teaching days will be allocated randomly as part of the 

scheduling process unless otherwise determined by the Head of School for an individual 
member of staff and where there are legitimate reasons to allocate a specific day, e.g. relating 
to external research commitments which take place regularly on the same weekday.  

 

4.2 Each year we ask academic colleagues to provide us with their individual constraints. 
Last year, 462 staff constraint forms were submitted, which represents 20% of the teaching 
population. The majority of forms were from SSL and Arts, accounting for 76% of the forms 
received.   

                                                                 
3 As per the institution led timetabling approach, we are recommending we change this to “but will 
normally be allocated one (or more according to contractual or other agreement) non-teaching day 
per week”.  



 

 

 

4.3 The constraint forms were a combination of ‘hard’ constraints (e.g. part-time working); 
‘soft’ constraints (e.g. preferences for non-teaching hours/days); and flexible working 
arrangements (e.g. child-care/ long-distance commuting).   

4.4 Analysis indicates that constraints disproportionately fall at the start and end of the 
working week and at the start and end of the day.    

 

 

 

 

This effects the ability to use the teaching estate efficiently; and may lead to suboptimal 
individual teaching timetables of other academic colleagues (and the timetables of their 
students) who may as a consequence disproportionally teach at the start/ end of the day. 

4.5 However, in some instances practice has been diverging from the policy with 
consequence that the policy is being inconsistently applied across the University; for example, 
some Schools allow a research day to be a specified day in the week.  In some instances, the 
practice was at the level of the individual academics, but this was nonetheless approved by 
the School.  Furthermore, staffing constraint forms have been used to create flexible working 
agreements, despite there being a clear and separate formal process for this that is fully 
supported by HR.  

4.6 Therefore, there are two key problems: consistent application and enforcement of the 
Timetabling Policy; consistent application of the University’s Flexible Working Policy.  
 
4.7 We intend to address these by applying the existing timetabling policy uniformly and 
utilising the flexible working request process to structure constraints. There is an assumed 1 
day of research entitlement for all pathway 1 staff (day not specified) and we collect constraints 
only for the following reasons: part-time working; formally agreed flexible working 
arrangement; clinical commitment; Faculty, University of School Committee that is required to 

% Teaching Individuals who Submitted a Constraints Form

Faculty %FT %PT Combined

ARTF 39.3% 68.2% 43.4%

ENGF 11.6% 28.6% 13.6%

MDYF+MVSF 2.2% 7.0% 4.2%

SCIF 16.4% 17.6% 16.3%

SSLF 31.4% 37.5% 32.5%

No Faculty 0.0% 0.0% 0.0%

Grand Total 19.8% 28.7% 20.0%

Days with Constraints TB1 TB2 TB1 TB2

Monday 1368 1308 23% 23%

Tuesday 818 787 14% 14%

Wednesday 956 961 16% 17%

Thursday 971 944 17% 17%

Friday 1722 1671 30% 29%

5835 5671 100% 100%
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1758 1015 935 897 1040 1038 1195 1503 2125 31% 18% 16% 16% 18% 18% 21% 26% 37%



 

meet on the same day of the week; or time bought out for research (the latter with clearer 
guidance).   
 
4.8 This means formal flexible working requests must be made by staff to establish flexible 
working patterns that constrain their availability during teaching hours. Therefore those who 
have sought in the past to constrain their availability due to, for example, caring commitments, 
medical reasons, long-distance commuting, regular home working, compressed hours will in 
future need to route such a request through the flexible working process.   The issue of staff 
constraints was discussed at the Equality, Diversity and Inclusion Steering Group on 18 
January 2017. While there was some concern about overly formalising the process (which 
would, it was believed, trigger a decrease in collegiality) most members believed that a fair 
and transparent system would be beneficial in this area. The importance of support for Heads 
of School in implementing the policy was stressed.  
 
4.9 To support Heads of School in the application of staff constraints, the guidance will be 
supplemented by (a) a ‘casework’ discussion among all the Faculty HR Managers to ensure 
common understanding and provision of advice to Heads of Schools; (b) Heads of School 
(and Deans if helpful) to be offered a short briefing session; (c) the constraints form will be 
electronic and we will provide a summary for Head of School sign-off; (d) HoSs will be 
encouraged to discuss flexible working requests with their HRMs and to have recourse to their 
Deans if judged necessary; and (e) clear guidance and communication will sent direct to 
academic staff to indicate the changes in process. Discussions have already been initiated 
with the trades unions. 
 

4.10 In addition to this consistent implementation of policy, we will introduce a late changes 

procedure.  This is intended to support the principle of consistent, early and stable timetable 

production through reducing the volume of late changes; and mitigate against the introduction 
of last minute constraints that have not been through Head of School review.  

4.11 Late changes (post provisional and final timetable publication) are problematic for the 
following reasons: 

 Publication of individual student timetables is just one week after release of academic 

individual timetables and therefore late changes are more likely to be disruptive to 

students and have a deleterious effect on the student experience. 

 Requests for changes are more challenging to meet due to high demand on the 

teaching estate which results in sub-optimal solutions and, although the central 

timetabling team will seek to minimise the effect of changes, they may have an impact 

across a number of programmes and thus staff and students unconnected to the 

original change request.    

 Optimisation of the timetable is not feasible (e.g. spread of student/ staff teaching, both 

throughout the week and across the campus) if the timetable does not have a period 

of relative stability prior to the publication of final timetables. 

 Late changes are often requested close to or during the first week of teaching, creating 
a peak of workload that is challenging for the central timetabling team to meet. 

4.12 All change requests made after the publication of the final timetable will be approved 
by the Head of School or delegate. This is intended to reduce the overall volume of requests 
from staff, but also to remove the responsibility for responding to requests from the central 
timetabling team who do not have sufficient authority to refuse requests, nor often the 
knowledge to judge their appropriateness. 
 



 

5.0 Teaching Spaces  

5.1 Improvements in the timetabling process alone will not solve our current timetabling 

difficulties as the University needs more teaching space. Academic Registry is undertaking a 

modelling exercise to support planning in this regard and will report to the March meeting of 

the Student Number Planning Steering Group, and in collaboration with Estates and Strategic 

Planning, put forward commentary in support of a discussion as to the nature and extent of 
additional space that might be required.  

5.2 The priorities that have emerged in the wake of the Academic Registry Divisional 

Review include the commitment to position Academic Registry as the business owner for 

teaching spaces. There are some strategic actions already identified in support of this, such 
as the development of the Teaching Spaces Roadmap.   

5.3 In the meantime to support short to medium term teaching infrastructure planning, 

Academic Registry, with the approval of UPARC, is establishing a Teaching Infrastructure 

Group.  The TIG will meet shortly to identify short term actions and among the early priorities 

are: to work with Estates to develop a prioritised list of teaching infrastructure refurbishment 

which might require additional investment; to review current policy and monitor the quality of 

teaching spaces facilities; to prioritise and manage the incorporation of space into Pool 1 

(centrally managed); to oversee the development of a register of non-pool space 1 and 

processes to support Faculties/ Estates in developing space; to review local estate issues 

reported via various University processes (e.g. NSS/ school reviews, AARs, APRs/ planning 
meetings) with a view to feeding these into institutional priorities. 

5.4 Longer term estates’ needs, including future pedagogical requirements will be out of 
scope of this group but incorporated in the development of the Teaching Spaces Roadmap.  

5.5 Membership will consist of academic colleagues, Faculty Managers, School 

Professional staff and Professional Staff from Academic Registry, Estates and IT Services. 
 
 

6.0 Timetabling Action Plan  

6.1 Attached as Appendix B is the Timetabling Action Plan have created to address the 

various problems in timetabling practice. Broadly these actions address: quality of timetabling 

and internal checking (section 1), enquiry management and service levels (5), implementation 

of the timetabling process (2) and policy (4), modelling and predicting (3) and Estates matters 
(6).    

 

 
  



 

APPENDIX A 

 

Preliminary Data Modelling 

Lecture Rooms above 200 Capacity 

Analysis indicates that the main pressure on space remains in lecture theatres with a capacity 

of 200 and above.    Average usage across the year is 72.6%, which is just over the target 

utilisation of 70%.  It should be noted that this is an average utilisation and due to the relatively 

small numbers of rooms within these bands, particularly larger capacity rooms (just four 333+ 

and four 234 to 333), this is indicative that for the majority of the time either most or all of the 

rooms are being used.   Overall this utilisation rate represents a shortfall of 244 hours across 

lecture theatres with a capacity above 200.  This space has increasingly been ‘squeezed’ 

across the last few years.  Each additional hour of teaching (assumed across 24 weeks) added 

to the 2016/17 baseline represents approximately a 1% increase in utilisation.  This indicates 

small increases of teaching will push the demands on this space to beyond a timetable which 
is practically deliverable.      

Analysis on the frequency of room use indicated that in 2016/17 for 30% of the time there are 

no rooms of 333+ capacity for one off events and it is not possible to schedule any additional 

teaching across all 24 teaching weeks at any standard teaching timeslot for rooms of 200+ 
capacity (as they are all being used for at least once across all time slots).   

It should be noted that in practice “one off” or “infrequent” events may have been able to be 

moved around to accommodate some additional teaching during the year.  However, this 

demonstrates the challenges that the central Timetabling team have to accommodate further 
additional sessions or accommodate late changes, particularly in higher capacity rooms.   

This difficulty is compounded by demand for teaching space not being evenly spread 

throughout the year.  Inconsistent demand leading to peaks of usage, ‘one off’ or infrequent 

(also referred to as short-fat modules) and overall demand are equally contributing to the 
pressure on space.     

Spread of Teaching throughout the Academic Year 

The graph below shows the average utilisation of lecture theatres with a capacity above 100 

across the academic year.  This summarises the main pressure on the estate at Bristol, as 

teaching is concentrated in certain peaks throughout the year.  This creates acute space 

pressures during the ‘peak’ weeks, but also has an effect on timetabling rooms for use across 

the year (as using for just a few weeks a year means that space is not available for teaching 

across full teaching blocks).  Although the graph only shows rooms above 200+ the same 

pattern of teaching peaks and troughs can be seen across all sizes of teaching space.  This 

means there is not a swop to alternate teaching spaces in the troughs (e.g. a move from 

lectures to seminars in TB2).  The graph accurately reflects the pattern of the teaching that 

the University delivers.  In general, there is a downward trend in the demand on space from 

TB1 to TB2 .  There are also distinct ‘drop offs’ in teaching towards the end of the teaching 

blocks and during mid-point ‘reading weeks’.  The preponderance to load teaching into TB1 is 
further demonstrated in Appendix 3, which shows the average utilisation by time of day.   



 

 



 

Appendix B 

Timetabling Action Plan 2016/17 (with update as at January 2017) 

This document forms the initial draft timetabling action plan.  It is considered a l ive and active document. Due to the scale of change, the timescales are spread throughout 

the year to ensure that these can be delivered.  However, most actions are intended to be complete and functional at an appro priate point to form part of the standard 

practice for the production of the 2017/18 timetable production. 

 Action Person/s 
Responsible 

Deadline Comments Update 

1. Create a Quality Assurance Framework for timetabling     

1.1 FTEOs (timetablers) to develop and maintain documents with 

key Faculty specific information.  
 
A key control is the Programme Catalogue.  FTEOs will  highlight 
the importance and reliance on this document as a point of 

reference. 

Mark Perrins/ 

FTEOs 

March 

2017 

This will  start as soon as possible and will  be 

completed before production of the 2017/18 
timetable.  Before the beginning of TB2 there 
will  be operational priorities.   
 

Maintenance will  be ongoing. 

This will  be completed through 

SSL and Science School 
meetings (scheduled) 
 
Other Schools through 

individual meetings.  

1.2 Develop a training plan for Faculty Timetabling Education 
Officers (FTEOs) to ensure competence with Syllabus+ and the 
development of specific Faculty knowledge 

Mark Perrins Feb 2017 To be delivered prior to production of 2017/18 
timetable 
 
Annual training assessments and refresher 

training will  be ongoing.  

Syllabus plus training being 
priced and scheduled. 

1.3 Develop standard QA checks across Timetables and specific 
Faculty QA documents. 

Jen Morgan/ 
Mark Perrins 

March 
2017 

 Working with SDIT team to 
develop standard quality 
reports. 

1.4 Develop improved guidance for Web Data Collection Mark Perrins March 
2017 

To be available prior to WDC in 2017 In progress 

1.5 Agree with Schools specific named individuals/ roles with 

responsibility for disseminating/ checking the draft and 
provisional timetables; require specific confirmation from 
Schools that all  checking has been completed; and reaffirm the 
local QA/ checking process with Schools. 

Mark Perrins May 2017 This work is being initiated at the Faculty 

timetabling meetings, but must be completed 
prior to release of Draft timetable. 

Pilot of TB2 “sign off” across 

Schools in January 2017 

1.7 Review and reissue the timetabling policy incorporating 

changes above, with proposed renaming of “draft” and 
“provisional” to “draft” and “final draft” 

Mark Perrins March 

2017 

To be available prior to the start of the 

timetabling cycle for 2017/18 production 

In progress 

  



 

2. Improve Effectiveness and Efficiency of the Timetabling 
Process 

    

2.1 Agree roles and responsibilities of FTEOs/ School staff with 
Faculties/ Schools 

Jen Morgan/ 
Mark Perrins 
FEMs 

March 
2017 

Must be completed prior to the start of 
timetabling cycle for 2017/18 

Discussion for the February 
Education Administration 
Standards Group 

2.2 Minimise variation in practice, through agreeing standardised 

process for: 
-Allocation of staff to lectures/ seminars / groups  
-Allocation of students to lectures/ seminars/ groups  
-Selection of optional units  

Jen Morgan 

Mark Perrins 
HOS 

April  2017 Must be agreed and completed by the time 

WDC closes. 
 
 
 

More standardised optional 

units (i.e. no change to capacity 
post selection) has been 
recommended by the Student 
Number Planning Steering 

Group for approval by UPARC 
(Jan 2017) 

2.3 Improve guidance for Web Data Collection to improve data 
quality on entry 

Mark Perrins/ 
Jane McGrath 

March 
2017 

To be available for 2017 WDC.  Will  commence 
early to ensure input by Jane McGrath 

In progress 

2.4 Develop and run training for staff responsible for entry of Web 
Data Collection, including use of the system and importance; 

and agree and monitor attendance with Schools/ Faculties. 

Mark Perrins 
FTEOs 

March 
2017 

All sessions to be run prior to the start of WDC 
2017 

In progress 

2.5 Review the current timetabling principles e.g. concurrent 
lectures, lunch times etc) 

Mark Perrins March 
2017 

To incorporate with 1.7 In progress 

2.6 Upgrade Syllabus+ to improve functionality Jen Morgan 
Mark Perrins 

Oct 2017 Due to the timescales for replacement, the risks 
of undertaking this for 2017/18 timetabling 
production is too great.  We are therefore 

proposing an upgrade in 2018. 

Deferred to next academic year 

2.7 Establish annual timetable review meetings at Faculty/ School 
Level 

Jen Morgan 
Mark Perrins 

Nov 2017 These have been established from November 
2017 and will  be held annually in October each 
year. 

All  meetings held for 2016/17 
and will  be scheduled annually. 

2.8 Develop a set of timetabling metrics to assess the effectiveness 
and efficiency of timetabling 

Mark Perrins October 
2017 

To be incorporated into 2.7 
Data will  be reported to Student Number 

Planning Steering Group/ UPARC where 
relevant. 

Not started. 

2.9  Work with Schools/ Faculties to identify programme 
structures/ practices that are challenging to timetable 

Mark Perrins 
Jen Morgan 

Ongoing To form part of the Faculty/ School timetabling 
meetings.   

Will  be reported to Student Number Planning 
Steering Group/ UPARC where relevant. 

Will  form a standard part of the 
annual timetabling review 

meetings with Faculties. 

  



 

3 Planning for Student Numbers and Growth     

3.1 Review planned numbers for modules based on actual 
numbers last year, identify increases/ decreases and review 
reasons with Schools/ Faculties  

Jen Morgan 
Mark Perrins 

April  2017 Post WDC, unless collect this information prior 
to this.   

Working with SDIT to develop 
report. 

3.2 Create a l ink between admissions student number review 
points and changes to expected student numbers  

Jen Morgan 
Kerry O’Shea  

March 
2017 

Agreed with admissions In progress 

3.3 Develop management information on student numbers/ room 

capacity to inform clearing discussions 

Jen Morgan 

Mark Perrins 

July 2017 To be available prior to clearing 2017 Will  work with SDIT/ 

Timetabling Systems 
Information Officer to develop 

3.4 Develop mechanism to incorporate timetable modelling for 
growth plans 

Jen Morgan 
Steve 
Chadwick 

TBC To discuss with Director of Strategic Planning 
and coordinate with changes to the planning 
process. 

ongoing 

4. Early production of Final Timetables and minimising late 

changes 

    

4.1 Refresh staff constraint policy; redesign staffing constraints 
form and accompanying guidance; consult/ seek approval via 
UPARC 

Jen Morgan Feb 2017 Must be available prior to new cycle of staff 
constraint requests 

Recommendation from Student 
Number Planning Steering 
Group to Jan 2017 UPARC 

4.2 Work with the Equality and Diversity Manager in ensuring 
congruence between the staffing constraints and flexible 

working procedures; and identify appropriate guidance/ 
training/ support for Heads of School in delivering this  

Jen Morgan March 
2017 

Must complete before new staff constraints 
process is initiated 

Meeting arranged 

4.3 Establish formal change management processes with approval 
via UPARC 

Jen Morgan March 
2017 

To incorporate into 1.7 Recommendation from Student 
Number Planning Steering 
Group to Jan 2017 UPARC 

4.4 Review timetable deadlines with a view to earlier production of 

the final timetable 

Jen Morgan/ 

Mark Perrins 
Faculty/ 
School Staff 

Dec 2017 Due to the complexity of this, the scale of 

changes within timetabling; and the impact on 
academic/ professional service staff in Schools 
proposed that this is not considered for 
2017/18 timetable production 

Not started 

4.5 Development of annual timetabling metrics to monitor the 

level of late changes to be used as part of the annual 
timetabling reviews. 

Mark Perrins Oct 2017 Data will  also be reported to Student Numbers 

Planning Steering Group/ UPARC if appropriate. 

Not started 

5 Improve enquiry management and service levels     

5.1 Establish top desk as enquiries management system to reduce 
reliance on email boxes to provide better management 
information and oversight. 

Mark Perrins May 2017 We will  look to pilot this earlier to full  
implementation for the 2017/18 timetable 
production cycle 

In progress 



 

5.2 Develop an SLA on response times and categorisation of 
urgency/ importance and look to automate this in responses 
from Top Desk 

Mark Perrins May 2017 As above As above 

5.3 Implement a notification procedure so that staff are aware 
when requests have been completed 

Mark Perrins TBC Mark to explore options of implementing this 
prior to Top Desk implementation 

As above 

5.4 Review of structures/ resourcing in Timetabling Jen Morgan 

Paula 
Coonerty 
Mark Perrins 

March 

2017 

In advance of budget production for 2017/18 In progress: initial proposal for 

additional resource from 
Timetabling Manager 

6. Estates     

6.1 Establish a tactical teaching infrastructure group to consider 
short to medium term needs; establish maintenance priorities; 

establish standards for infrastructure etc. 

Jen Morgan Feb 2017 Initial proposal discussed with Faculty 
Managers.  Will  seek approval via the Student 

Numbers Planning Steering Group/ UPARC 
 
Regular ongoing reporting to Student Numbers 
Planning Steering Group 

Terms of Reference approved 
by Student Number Planning 

Steering Group.  First meeting 
to be set up 

6.2 Modelling to demonstrate increasing pressure on space and 

identify future space needs (based on current modes of 
teaching) 

Jen Morgan March 

2017 

Report to Student Numbers Planning Steering 

Group/ UPARC 

In progress: new data model 

being developed by Student 
Data and Information Team 

6.3 Review the functionality/ acceptability of teaching space based 
on different Faculty needs; determine the policy in relation to 
this to inform timetabling ; and feed information to tactical 

group for improvements 

Jen Morgan March 
2017 

Information started to be gathered from 
Faculty/ School timetabling meetings.   
Complete l ist will be compiled and agreed by 

Faculties.   
Policy decision sought via Student Number 
Planning Steering Group/ UPARC 

Initial plan (for Summer 2017 
maintenance) to be agreed by 
the Teaching Infrastructure 

Group 

6.4 Longer term estates planning: via the flexible and inclusive 

learning spaces/ teaching spaces roadmap 

Paula 

Coonerty 

  ongoing 

6.5 Make proposals re: length of the teaching day Jen Morgan 

Paula 
Coonerty 

February 

2017 

This forms part of the review of the Academic 

Year.  However, must be considered and 
approved/ declined/ delayed prior to 
commencement of the 2017/18 timetabling 

production 

This review has been separated 

from the Academic Year review 
and initial proposal to be 
considered by UPARC (Jan 

2017) 

 

 


