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5.2 Evening teaching is defined as Monday to Friday 6.00pm to 9.00pm.   

5.3 To maximise space use, Weekend teaching is defined as Saturday and Sunday 
10.00am to 5.00pm. All weekend teaching must be scheduled in the following 
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Any changes received outside of the time windows determined in 1 & 2, will be fitted in ,-./.!
0122345. with a view to minimising changes to the Timetable 

7.2 Satellite Campuses – Satellites are the responsibility of the “owning” ULAW 
Campus – Campus Managers are tasked with agreeing location requirements 
ahead of planning windows to provide the optimum rooms for timetabling 
purposes. 

7.3 Ad-Hoc Bookings – will only be open 
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- Timetabling Teams develop course components based on Timetabling Year Planners 
– it is the Course Leader Responsibility to ensure Year Planners are up to date. 

- Staff Availability should be kept up to date (including working & employment FTE) 
throughout the year and be ready for timetabling use at scheduling periods – this is a 
Campus Responsibility. 

 

REPORTING 
The Timetabling Database has a rich set of information that can be used to support 
stakeholders operationally, whilst assisting with planning. A set of business intelligence 
reports are available for Campus Teams.  For any ad-hoc reporting, requests must be made 
via (Timetabling.Reporting@law.ac.uk). New reports or amendments to existing reports can 
be requested but will be assessed and a timescale for completion will be provided by the 
Reporting Officer.  

COURSE DATA 
As well as liaison with Campus & Course Colleagues, the Timetable is contingent on the 
clean supply of information coming from systems within the University. The following applies: 
- 

11.1  It is Business Systems responsibility provide course data to Timetabling no 
later than 20 weeks ahead of scheduling to meet timescales, and to make sure 
students are aligned against the right course level at the right time. Students are 
also required to be fully enrolled to view timetables. 

11.2  IT Teams must also provide a timetabling database for the following year at 
the required and agreed window – typically this is the first week in April for the 
following Academic Year starting in September. 

11.3  IT Teams provide the infrastructure for publication of timetables – this is to be 
in place and tested 12 weeks ahead of the induction period for the new academic 
year 

11.4  The METLO Team is responsible for creating and maintaining the VLE, 
utilising Timetabling data as master data – the ELITE Team oversee the 
accuracy of this data and ensuring it is consistent  

 

TIMETABLING METRICS / TRACKER 
A tracker is provided by the Timetabling Team (using POWERBI) that will allow all interested 
parties to gauge progress of timetable construction and achieving targets. The principal target 
is that all courses should be published four weeks ahead of start. The Tracker process is in 
continual development and improvement cycle and updates will be communicated as it 
progresses.
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The overall aim is for issues to be dealt with at the appropriate level and for relationships to 
be developed between the Camus Timetabling Team and Academic / University 
Stakeholders. For the vast majority of queries Timetabling Team Officers should be 
equipped to deal. However, we do recognise that, at times, escalation may need to occur.  
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