
	[image: image1.png]A Ghares St





	

	Timetabling Glossary

	
	




	Version
	1.0

	TRIM file number
	11/30299

	Short description
	A glossary for Enterprise Timetabling

	Relevant to
	All employees and students

	Authority
	This Policy has been approved by the Vice-Chancellor in accordance with the Policy on Delegations and Authorisations - Delegation Schedule 1, GOV8.

	Responsible officer
	Timetable Coordinator

	Responsible office
	Division of Student Administration

	Date introduced
	1 January 2011

	Date(s) modified
	

	Next scheduled review date
	November 2011

	Related University documents
	Instrument of Delegations

	Related legislation
	

	Key words
	timetabling, internal teaching, residential schools, exams, casual room bookings, events


1.
GLOSSARY
Classes means lecture, tutorial, workshop, practical or other face to face session scheduled for the internal mode of a subject including occasional lectures or optional sessions.

Core Subject means a subject which must be completed by a student in order to qualify for the award in which s/he is enrolled.
Course refers to a degree, diploma or certificate undertaken at the University.
Course Coordinator is an academic staff member who has overall responsibility and is the major authority for the management of a course, including any cross-faculty components within that course.
CRB stands for casual room bookings and refers to ad-hoc bookings made by staff, students or external organisations for meetings, seminars, teaching activities for non-award courses, conferences, orientation activities and any other activities that are not incorporated in the University timetable.
Dean refers to a Head of a Faculty.
DFM stands for the Division of Facilities Management.
DIT stands for the Division of Information Technology.

DSA stands for the Division of Student Administration.

Elective is a non-core unit which may be chosen by a student towards qualification for an award in which s/he is enrolled.

Enterprise Timetable System is software used for all Learning and Teaching timetabling functions including scheduling and room booking.

Faculty refers to an academic unit responsible for teaching and research in the University.  A faculty can comprise several Schools or Departments

Final Timetable refers to the published online timetable after the end of the second week of that session, or the end of the first week after the close of enrolments, whichever is the nearer.

Initial Draft Timetable refers to the first draft timetable prepared by the Timetable Production and Publication Management Unit for the coming session based on the day, time and teaching space requirements of subjects from when the subjects were previously last timetabled.

L&T stands for Learning and Teaching.
Session means the period of time when the content of a subject is delivered and the assessment is completed.

Subject refers to a subject or activity of study is of one session’s duration unless otherwise specified.  

Student is a person enrolled at the University. 

Subject Coordinator is a member of the academic staff who is responsible for academic administration of the subject and students enrolled in that activity.

Syllabus Plus refers to the corporate timetabling system used to prepare the CSU teaching timetable.

Teaching Unit refers to a unit of the University which provides teaching but is not a designated School of the University.

Timetable Coordinator is the Timetable Coordinator who is responsible for managing and coordinating the production of the annual timetable throughout the University and is located within the Academic Registrars Division. The Coordinator is also responsible for the use of teaching or other booked space including casual room bookings as well overseeing the use of the timetabling software.

Timetable Preparation Staff is a staff member within a teaching unit, designated by a Head of School, as the point of contact for the preparation of timetabling matters for that teaching unit.

Timetable Production and Publication Management (TPPM) Unit is the unit assigned with the responsibility for coordination of the production and subsequent publication of the online timetable.

TRIM refers to CSU’s records management software.

Unit refers to a School, Department or Faculty

Unit Timetabling Officer is a staff member within an academic unit who is the point of contact for timetabling matters for both the Units staff and the Timetabling Services Unit.

Working Draft Timetable refers to the draft timetable published online following consideration, including any amendments of the Initial Draft Timetable, by Schools and teaching units.

2.
Version Control Table

	Version Control
	Date Released
	Approved By
	Amendment

	1.0
	1 January 2011
	Vice-Chancellor
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Timetabling Glossary

Page 1
Version 1.0 -1 January 2011

