UNIVERSITY OF DUNDEE

WEB DATA COLLECTION SYSTEM FOR 2010/11 TIMETABLING
Introductory Notes

· Screen shots of the WDC appear in the following pages, designed to give a flavour of the information which is required and how to input it.

· A reminder that we do need information on ALL the teaching activities which your School is planning to run in 2011/12, even if it is proposed to run them in School teaching spaces. 

-
The 2011/12 WDC is pre-populated with a lot of the data which you input in 2010/11. We have rolled over Activities which we have judged it would be useful to retain so that Schools can confirm or amend them accordingly (or delete them as required of course).
-
Non-editable fields appear in red type in the WDC screens.

-
Please ensure that you save input data as frequently as possible; and that you use the Navigational buttons within the WDC (‘Main Menu’, ‘Save and Close’ etc) rather than the IE ‘Back’ button. This will reduce the risk of input data not being saved.

· For those who have been School room bookings / timetabling reps in previous years: a lot of the information we need from you will be the same as before. Hopefully you will be familiar with Location and Equipment requirements etc. The means of collecting it is different of course; we regard the move away from a paper-based exercise as a good thing… but this method will also allow Schools a more effective way of amending their teaching space requirements as new information comes to light.
· We don’t anticipate this will answer all your detailed queries by any means. So feel free to get in touch when you are doing your live data inputting and we will do our best to help.

timetablingproject@dundee.ac.uk 

Steven Boarder
s.boarder@dundee.ac.uk
Valerie Clark

v.clark@dundee.ac.uk
Rhona Clarke

r.g.clarke@dundee.ac.uk
Philip Gray

p.d.gray@dundee.ac.uk
Judith Miller

j.a.l.miller@dundee.ac.uk
The link to the WDC for 2011/12 is
http://timetable.dundee.ac.uk/wdc1112/login.aspx
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LOG IN
- LDAP-authenticated

- Standard University username and password

- This does not mean that any School rep can access the WDC. Users will need to be manually created and profiles attached to them which match them to their appropriate School. (Thus intended WDC users will need to inform us if they haven’t already).
- Users will be registered at School level. Equally modules and locations (where they are not centrally-managed) will have ownership at School level, not individual division.
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MAIN MENU
- POS = Programmes of Study. This details the degree programmes attached to each School and the compulsory and optional modules in each of these programmes
- Module = Modules. This lists the modules owned by each School
- Activities = Teaching Activities which have been set up for each Module (Lectures, Tutorials, Labs etc)

- Staff = Teaching Staff. This lists teaching staff attached to each School; options available to detail their availability within each teaching week if this is limited in any way
- (NOTE: ‘Reports’: School users will not see a ‘Reports’ option on this screen, but reports are available; these list Modules within the School and the number of confirmed / deleted Activities within them; and full details of the Activities within each Module. These can be found within the Modules and Activities screens by clicking on the small ‘folded paper’ icon which can be found next to School and Activity Name boxes) 
- (NOTE: ‘Manage Users’: this is a CTS function which won’t appear on School users’ desktops – this is where we create the School user profiles).
PROGRAMMES OF STUDY
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Current User: [SBOARDER] Steven Boarder

View Programme Li

School

Hostkey Name

[BENG(CASE)-CENG-1-FT [BENG(CASE)-CENG-1-FT Edit | Delete

[BENG(CASE)-CENG-2-FT [BENG(CASE)-CENG-2-FT Edit | Delete

[BENG(CASE)-CENG-3-FT [BENG(CASE)-CENG-3-FT Edit | Delete

[BENG(CASE)-CENG-4-FT [BENG(CASE)-CENG-4-FT Edit | Delete

[BENG{CASE)-CENGAMGMT-1-FT [BENG{CASE)-CENGAMGMT-1-FT Edit | Delete

[BENG{CASE)-CENGAMGMT-2-FT [BENG{CASE)-CENGAMGMT-2-FT Edit | Delete

[BENG{CASE)-CENGAMGMT-3-FT [BENG{CASE)-CENGAMGMT-3-FT Edit | Delete

[BENG{CASE)-CENGAMGMT-4-FT [BENG{CASE)-CENGAMGMT-4-FT Edit | Delete

[BENG{CASE)-ELECACOMP-1-FT [BENG{CASE)-ELECACOMP-1-FT Edit | Delete

[BENG{CASE)-ELECACOMP-2-FT [BENG{CASE)-ELECACOMP-2-FT Edit | Delete

[BENG{CASE)-ELECACOMP-3-FT [BENG{CASE)-ELECACOMP-3-FT Edit | Delete

[BENG{CASE)-ELECACOMP-4-FT [BENG{CASE)-ELECACOMP-4-FT Edit | Delete

[BENG{CASE)-ELECACOSS-1-FT [BENG{CASE)-ELECACOSS-1-FT Edit | Delete

[BENG{CASE)-ELECACOSS-2-FT [BENG{CASE)-ELECACOSS-2-FT Edit | Delete [l
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- List of Programmes of Study which are attached to your School. 

- (NOTE: the Delete button will not appear on this screen for School users.) 
- The Edit function will only allow amendment of the Programme of Study SIZE. However there is also an open text comments box if there are any comments you wish to make on PoS content.

- We have written separately to Schools asking for confirmation of the compulsory and optional modules for each degree programme. These will NOT yet be reflected in the 2011/12 WDC. When the WDC is updated with this info, we will alert Schools again.
EDITING a PoS…
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Description [LLBI(CASS) - English Law with French - Level 3 - FT
Size B

Comments

Mandatory Modules
LW31002-SEM1-A - Justice Law & Human Rights
PF30001-SEM1/SEM2-A - Practical French 3
Optional Modules

LW21004-SEM1-A - European Union Law
LW31003-SEM2-A - Law Family & Society
LW31015-SEM2-A - Planning Law
LW31023-SEM2-A - Criminal Procedure
LW32017-SEM2-A - Roman Law
2LW32023-SEM2-A - Expert Evidence





- The individual PoS page will display the modules which are defined as Mandatory and Optional for that PoS – see above for example.
- The Size displayed in each PoS has originally been taken from historical records in SITS, and/or may have been updated in last year’s WDC exercise. Please amend this number if you can supply a more realistic figure for 2011/12: 

>Backspace on existing numbers and re-input the new figure; 

>Click on Save (which keeps this page open) or Save and Close (to return to Programme List screen)
MODULES
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- List of Modules in your School.

- Module codes (eg AC11001-SEM1-A) now include reference to: 

· Block (ie Sem 1 / 2 / etc)

· Occurrence (A by default, other codes also used)

- Week Pattern is not editable – you can select the required weeks for each Activity in a module later in the WDC.

- Status: 
> select ‘Confirmed’ if the Module is definitely running in 2011/12; 
> select ‘Not Running’ if the Module is definitely not running in 2011/12. 
> ‘Not Confirmed’ can be retained until details are definitely known – but please ensure that either Confirmed or Not Running is selected for every module eventually 
- (NOTE: the Delete button will not appear on this screen for School users. If a Module is not running in 2011/12, update the Status of the Module to ‘Not Running’) 

EDITING a Module…
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- The Edit function will only allow amendment of the expected Module SIZE. If you anticipate an intake for this module which is different from the size as it currently appears in WDC, you can amend this number:
>Backspace on existing numbers and re-input the new figure; 

>Click on Save (which keeps this page open) or Save and Close (to return to Module List screen)

 ACTIVITIES
[image: image7.png]Scientia Web Data Collection System 2.

dows Internet Explorer

=18l x]

i [] it ftimetable dundee.ac.ukjuwdc1 1 12jActvityist.aspx

U 46 (@ scenta Web Data olecion ystem 2.4.43 e .. |

2| C3[ES ==
%2 - B - - [2hPage v G Took +

[o]]

exsin,
g,

u Timetable Data Collection 2011 - 12 [LIVE VERSION]

DUNDEE
Current User: [SBOARDER] Steven Boarder

School [*CASS: School of Law

Programme
Module

Please Select
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Name Size Weeks ‘Status

L\ 12006-SEM2-A LecA gr01 - Scots Law of Delict 120 [15-19.21-25 NotConﬁvmecj Edit | Copy

L\ 12006-SEM2-A LecB gr01 - Scots Law of Delict 120 [15-19.21-25 NotConﬁvmecj Edit | Copy

LV 12006-SEM2-A TutA gr01 - Scots Law of Delict 15 [18.22-23.25 NotConﬁvmecj Edit | Copy

L\ 12006-SEM2-A TutA gr02 - Scots Law of Delict 15 [18.22-23.25 NotConﬁvmecj Edit | Copy

L\ 12006-SEM2-A TutA gr03 - Scots Law of Delict 15 [18.22-23.25 NotConﬁvmecj Edit | Copy
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LV 12006-SEM2-A TutA gr08 - Scots Law of Delict 15 [18.22-23.25 NotConﬁvmecj Edit | Copy o
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- Some Activities information may already be attached to each module. We have used our judgment on 2010/11 Activities which we think are likely to recur in 2011/12. If we have retained such Activities data they will appear in this screen.
- If there are no Activities at all, or if the existing Activities do not meet all requirements for the Module, click on ‘Add’ to create new ones.

- If you wish to edit an existing Activity, (or a new one which you have input and previously saved) click on Edit.

Editing an Activity or setting up the details of a new Activity…
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Editable Activity Fields: top half of Edit Activity Details screen
- Activity Type (Lecture, Tutorial, Lab etc). Choose one from drop down list. The Activity Type will appear in the (red-fonted) Name and Template boxes above.
- Activity Instance 
* In general terms, please give these an alpha character: A, B, C etc. These are intended to distinguish between different activities of the same type. eg: 3 lectures per week for a module, which all students attend, will require 3 different Activities to be set up: LecA; LecB; LecC.
* If an individual Activity has different staff members teaching in different weeks, these will also need to be split. eg: LecA runs for 11 weeks but is given by Dr X in weeks 1-3, Prof Y in weeks 4-7, and Mr Z in weeks 8-11. You should create 3 separate Activities and name them LecA1 (running in weeks 1-3 only), LecA2 (running in weeks 4-7 only) and LecA3 (running in weeks 8-11 only). Later in the WDC, you can specify that these Activities must run in the same time slot across all 11 weeks. If a second lecture for the module has a similar split, name these LecB1, LecB2 etc; a third lecture LecC1, LecC2.
- Group Number Please give these numeric indicators: 
* Group 01 is the default if there is only one audience for the Activity (Following the ‘3 lectures per week which all students attend’ example, you will have LecA gr01; LecB gr01; LecC gr01)
* Group numbers will be >01 in the case of small group tutorials, labs etc where the student cohort gets split into groups which attend different instances of the same Activity. eg 150 students must EACH attend ONE tutorial per week with groups no bigger than size 15 (thus 10 tutorial groups are required). These should be entered into the WDC as 10 different Activities: TutA gr01, Tut A gr02, TutA gr03…..TutA gr10.
Further illustrations of the Activity Instance and Group Number are given at the end
- Status 

> Confirmed (if this Activity is definitely to run)

> Delete (if this Activity is definitely not to run)
> Not Confirmed (holding status while awaiting details)

Editable Activity Fields: bottom half of Edit Activity Details screen
- Activity Details: input required on: 

* Title. This is what will appear in on-line timetables, so a meaningful reference is helpful. You only have 11 characters!! When you have completed the Title entry, press <Return>. NOTE: there is no need to repeat the Module code here – that will appear automatically in the next line (‘Description’) when you press <Return> in the Title box
* Size of class. Estimated class size required here. 
* Duration of Activity. Use drop-down menu to select a duration for the Activity (half hour units starting on the hour are available, but please select a start time on the hour wherever possible)
* Comments box (if required). Use this open text box to give details of any specific needs which an Activity has which are not covered elsewhere. 
eg student/staff member has mobility issues and must have an accessible room; 
eg must have a fixed day/time because…. 
eg must have a start time on the half-hour because…
eg jointly taught modules which need the same venue as well as the same time

etc

Editable Activity Fields: Activity Day and Time
- Confirm here when an Activity has a fixed day and time which must be adhered to. 

- If you are inputting a fixed day and time here, you MUST put the reasons for the fixed day/time request in the Comments box under ‘Details’ (see page 10 above).

- Click on the appropriate radio button to select the day of the week. (No selection will default to ‘None’ as displayed below).

- Select the start time from the drop down menu. Please ensure a start time on the hour wherever possible. If a start time is requested on the half-hour instead of the hour, you MUST state reasons why in the Comments box under ‘Details’ (see page 10 above). (No selection will default to ‘No Fixed Time’ as displayed below).
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- PLEASE NOTE! This does NOT mark a return to previous arrangements where Schools could select days and times for all their Activities. This new page has been made available in recognition of the fact that some select Activities have to have rigidly-fixed timeslots, and it is a time saving for all concerned if these can be input via this new page, rather than details added to ‘Comments’ boxes (as last year). If some of your Activities are like this, we are likely to have confirmed this with you already in 2010/11. New, speculative requests for fixed times will be identifiable! And unless there are compelling reasons for fixing we are likely to ignore such requests…
Editable Activity Fields: Activity Weeks
- Confirm here the weeks in which the Activity is running. The week grid is divided up into 4 sections and hovering over an individual week box displays the ‘week commencing’ date in question. There are ‘default’ selections for Semester 1, Semester 2 and Semester 1 / 2 - ‘Select Week Pattern’ to see choices and select one to get relevant weeks automatically selected. A Week Pattern can then be manually edited, ie individual weeks additionally selected or some weeks removed.
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Editable Activity Fields: Activity Staff
- Confirm here the staff who will be teaching the activity. Usually only one member of staff will be selected, but more than one can be selected if it is genuinely the case that >1 staff member will be attending that Activity in person.
- In the Staff Requirement box, click on the required name(s) to highlight it/them. (Use CTRL and Click to select more than one). Then click on the Right Hand arrow box to select the staff – this moves those staff to the box on the right-hand side of the screen.

- To deselect a staff member, highlight them in the right-hand box and click on the Left Hand arrow to move them back into the All Staff Available box on the left-hand side of the screen
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- ‘A N Others’ have been created for each School (division where applicable). If the staff member teaching an individual activity is not yet known, use one of the ‘A N Others’ and add details of the staff member when known later. CTS will apply a default availability for this staff member until the identified person’s availability is known. We will look to Schools to manage their own use of their A N Other profiles.
Editable Activity Fields: Activity Location
- Confirm here the number of rooms required, the room type and room facilities required. If a specialist School-owned room is required, this can be specified.

* Number of rooms. Use the drop-down box to select. Maximum of 5 rooms per Activity.

* Location Suitabilities. Select here: 
> Room Type. Either centrally-managed or School-managed. If centrally-managed – general teaching room,  IT Suite or specialist subject. If School-managed – click on one of the ‘Type/School Room [SCHOOL NAME] [ROOM NAME]’ to select a specific School room required

> Room Layout. Layout of room, if a specific one is required (flat-floor / tiered, boardroom-style / rows etc)

* All Equipment Types – specific items of AV/IT equipment required (Computer, Data Projector, Blackboard etc).
- In each of the above categories, highlight as many as required (bearing in mind that the higher the number of selections, the fewer rooms there are likely to be fitting all the requirements). 
- Then click on the Right Hand arrows to move them to the boxes on the right-hand side of the screen, thereby selecting them for the Activity.
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Editable Activity Fields: Activity Sequencing
- Here you can define an order in which the Activities for a Module must be scheduled within a single week. This is useful when (for example) lectures must precede tutorials as the subject matter of the latter is based on the content of the former. (In this case, sequencing may not be required if lectures start in week 1 and tutorials start in the following week).
- For each Activity, tick the box next to the selected Activity which must succeed it.

- You MUST also select the length of gap which must be in place between the preceding and succeeding Activities. Use the drop-down list to select either:

>Immediately after (ie with no break at all)
>Later the Same Day

>The Following Day

>Later in the Week

If you do not select a length of gap, your ‘ticked’ selections will NOT be recorded! 

NOTE: You are not able to select different gaps for different activities in the same window.

[image: image13.png]dows Internet Explorer =18 x|

&~ [E] reotinetaie dndse.acokioce 1 12/t s =1 42| [azose ol
U g @ scenta Web Data Colection system 2.4 $30uncee . || B - B - @ v [SrPags - Gods v ”
wERSI,
&

Timetable Data Collection 2011 - 12 [LIVE VERSION]

DUNDEE
Current User: [SBOARDER] Steven Boarder

Name [PY32001-SEW1-A LecA gr01 - Indidual Difierences and Abnormal P4
Template [PY32001-SEMT-A LecA

Activity Type. Lec |
Actiity Instance n

Group Number o1

Status NotConfimed

DnyaldTlmel Weeks | Staf | Location Sequencing __ Same Time

The selected activities must follow this activity: [ (Please Select ) =]
[(Please Select )
W PY32001-SEM1-A TUtA gr01 - Individual Diimmediately Ater

W PY32001-SEM1-A TUtA gr02 - Individual D{S2® D2

lormal Psychology

Following Day jormal Psychology
W PY32001-SEM1-A TUtA gr03 - Individual Dif Bz jormal Psychology L
W PY32001-SEM1-A TUtA gr04 - Individual Differences and Abnormal Psychology

Save Save and Close. Cancel

<

T [ [ [ [@mene [Fio% -
Bistart| G (& () Novel GroupiWise - . | > Course Planner (REL... | 4> Course Planner (REL... | 8] Capy of WOC traiin... [ 2 Scientia Web Data. BAMEND 2%





- In the above example, PY32001 LecA gr01 will be followed ‘later in the week’ by PY32001 TutA gr01, TutA gr02, TutA gr03 and TutA gr04.

Editable Activity Fields: Activity Same Time
- This allows users to detail when one Activity must be scheduled at the same time as another. In this case, any Activity can be selected from any School as long as that Activity is in the WDC system.
- This may be most commonly used for multiple-week Activities which have different teaching staff delivering the teaching in different weeks (see the LecA1 / LecA2 / LecA3 model on page 9. In this case, the LecA1, LecA2 and LecA3 should all be ‘same-timed’ together).

[image: image14.png]Scientia Web Data Collection System 2. dows Internet Explorer =181]
B [ o dome ki zimme e OIS (2]
U g @ scenta Web Data Colection system 2.4 $30uncee . || B - B - & - [ Page - G Tods - 7
T |
u Timetable Data Collection 2011 - 12 [LIVE VERSION]
DUNDEE

Current User: [SBOARDER] Steven Boarder

Edit Activi
Name [FY12002-SEM2-A LecAT gr01 - Introductory Psychology 2
Template [FY12002-SEM2-A LecAT
Actiity Type Lec
Actiity Instance A1
Group Number o1
Status NotConfirmed =

Details | DayandTime | Weeks Staff Location

Same Time Activities

Select School “CASS: School of Psychology

Select Module PY12002-SEM2-A - ntroductory Psychology2

Select Actiities

[PY12002-SEM2-A Lab/PracAl gr01 - Introductory Psychology 2
PY12002-SEM2-A Lab/PracA1 r02 - Introductory Psychology 2
PY12002-SEM2-A Lab/PracA1 r03 - Introductory Psychology 2
PY12002-SEM2-A Lab/PracA1 gr04 - Introductory Psychology2 <]
PY12002-SEM2-A Lab/PracA1 gr05 - Introductory Psychology2 |

Save Save and Close. Cancel

T [ [ [ [@mene [Fi00% -
oy of WOC traiin... || Scientia Web Data. BEMEND] 2%

Bistart| G (G () Novel GroupiWise - . | 4> Course Planner (REL... | 4> Course Planner (REL





- In the ‘Select Activities’ box on the left-hand side of the screen, click on an Activity to highlight it, then click on the Right Hand arrow to pass it to the ‘Same Time Activities’ box on the right-hand side of the screen. 
- In the above example, PY12002 LecA1 gr01 has been set up to run in the same time slot as PY12002 LecA2 gr01 and PY12002 LecA3 (these lectures running in different sets of weeks) 
- You will still need to let us know separately (via the Comments box, please) when modules are being genuinely jointly taught and need THE SAME VENUE AS WELL AS THE SAME TIME.

STAFF

(Note: Some Staff List screengrabs omitted for personal data reasons)
- The Staff list contains a list of the teaching staff in each School. Details have been carried over from last year, and so will need to be updated. 
- There is a Comments box available (in ‘Details’) for any notes required on individual staff members (such as mobility issues etc)
- Availability. This should be used to detail periods of time when the staff member will definitely not be available, eg because of a part-time contract or a work pattern which has been agreed with the relevant Dean. There are only 2 options: white for available and grey for unavailable.  This is known as a “hard” constraint - scheduling cannot override it.  
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(Note: the above screengrab only displays the bottom half of a Staff member’s Availability page, for personal data reasons). 

- It should not be necessary to insert unavailabilities for lunch periods and research days. It is intended that scheduling will take account of the following ‘dynamic’ staff constraints:

· A free hour between 1200 and 1400 for lunch

· No 0900 start following a 1700 or 1800 finish the day before

· The need for travel time between different campuses

	DUNDEE WEEK PATTERNS 11/12
	
	
	
	
	

	
	
	
	
	
	
	
	

	DATE
	
	S+ WEEK NO
	DUNDEE WEEK NO
	EVENT
	

	
	
	
	
	
	
	
	

	25-Jul-11
	
	1
	
	S-6
	
	VAC
	

	01-Aug-11
	
	2
	
	S-5
	
	VAC/RES
	

	08-Aug-11
	
	3
	
	S-4
	
	VAC/RES
	

	15-Aug-11
	
	4
	
	S-3
	
	VAC
	

	22-Aug-11
	
	5
	
	S-2
	
	VAC
	

	29-Aug-11
	
	6
	
	S-1
	
	VAC
	

	05-Sep-11
	
	7
	
	0
	
	MATRIC
	

	12-Sep-11
	
	8
	
	1
	
	TEACH
	

	19-Sep-11
	
	9
	
	2
	
	TEACH
	

	26-Sep-11
	
	10
	
	3
	
	TEACH
	

	03-Oct-11
	
	11
	
	4
	
	TEACH
	

	10-Oct-11
	
	12
	
	5
	
	TEACH
	

	17-Oct-11
	
	13
	
	6
	
	TEACH
	

	24-Oct-11
	
	14
	
	7
	
	TEACH
	

	31-Oct-11
	
	15
	
	8
	
	TEACH
	

	07-Nov-11
	
	16
	
	9
	
	TEACH
	

	14-Nov-11
	
	17
	
	10
	
	TEACH
	

	21-Nov-11
	
	18
	
	11
	
	TEACH
	

	28-Nov-11
	
	19
	
	12
	
	TEACH
	

	05-Dec-11
	
	20
	
	13
	
	EXAMS
	

	12-Dec-11
	
	21
	
	14
	
	EXAMS
	

	19-Dec-11
	
	22
	
	X1
	
	VAC
	

	26-Dec-11
	
	23
	
	X2
	
	VAC
	

	02-Jan-12
	
	24
	
	X3
	
	VAC
	

	09-Jan-12
	
	25
	
	X4
	
	VAC
	

	16-Jan-12
	
	26
	
	15
	
	TEACH
	

	23-Jan-12
	
	27
	
	16
	
	TEACH
	

	30-Jan-12
	
	28
	
	17
	
	TEACH
	

	06-Feb-12
	
	29
	
	18
	
	TEACH
	

	13-Feb-12
	
	30
	
	19
	
	TEACH
	

	20-Feb-12
	
	31
	
	20
	
	TEACH
	

	27-Feb-12
	
	32
	
	21
	
	TEACH
	

	05-Mar-12
	
	33
	
	22
	
	TEACH
	

	12-Mar-12
	
	34
	
	23
	
	TEACH
	

	19-Mar-12
	
	35
	
	24
	
	TEACH
	

	26-Mar-12
	
	36
	
	25
	
	TEACH
	

	02-Apr-12
	
	37
	
	E1
	
	VAC
	

	09-Apr-12
	
	38
	
	E2
	
	VAC
	

	16-Apr-12
	
	39
	
	E3
	
	VAC
	

	23-Apr-12
	
	40
	
	26
	
	EXAMS
	

	30-Apr-12
	
	41
	
	27
	
	EXAMS
	

	07-May-12
	
	42
	
	28
	
	EXAMS
	

	14-May-12
	
	43
	
	29
	
	EXAMS
	

	21-May-12
	
	44
	
	30
	
	EXAMS
	

	28-May-12
	
	45
	
	S1
	
	VAC
	

	04-Jun-12
	
	46
	
	S2
	
	VAC
	

	11-Jun-12
	
	47
	
	S3
	
	VAC
	

	18-Jun-12
	
	48
	
	S4
	
	VAC/GRAD

	25-Jun-12
	
	49
	
	S5
	
	VAC
	

	02-Jul-12
	
	50
	
	S6
	
	VAC
	

	09-Jul-12
	
	51
	
	S7
	
	VAC
	

	16-Jul-12
	
	52
	
	S8
	
	VAC
	


Illustrations of Activity Naming and Numbering

* 2 lectures per week which all students attend: Lec A gr01, Lec B gr01
* 4 lectures per week where the students are divided into 2 audiences and they attend 2 lectures each: Lec A gr01, Lec A gr02 plus Lec B gr01, Lec B gr02
* Multiple tutorial slots, an individual student only having to attend one of these: Tut A gr01, Tut A gr02, Tut A gr03 etc

* Where students have to attend 2 tutorial slots per week and there are multiple instances: Tut A gr01, Tut A gr02 etc plus Tut B gr01, Tut B gr02 etc

* 1 Lab which runs 4 x per week and an individual student has to attend one of these: Lab A gr01, Lab A gr02, Lab A gr03, Lab A gr04
* Labs which run 4 x per week and every individual student has to attend all 4: Lab A gr01, Lab B gr01, Lab C gr01, Lab D gr01
Examples
Assume we have a module whose teaching activities are as follows:

AA12345-Lec: 1 x lecture, 2hpw, John Robinson, 40pp

AA12345-Lec: 1 x lecture, 2hpw, Jane Smith, 40pp

AA12345-Sem: 1 x seminar, 1hpw, John Robinson, 20pp

AA12345-Sem: 1 x seminar, 1hpw, Jane Smith, 20pp

AA12345-Sem: 1 x seminar, 1hpw, John Robinson, 20pp.

AA12345-Sem: 1 x seminar, 1hpw, Jane Smith, 20pp.

You’ll notice that there is no indication as to whether the students registered on the module need to attend one of the two lectures, or both. Without knowing module enrolments (information that is unavailable this early in the year) there is no way to resolve this. However if the activities were to be named like this:

AA12345-LecA: 1 x lecture, 2hpw, John Robinson, 40pp

AA12345-LecB: 1 x lecture, 2hpw, Jane Smith, 40pp

It becomes apparent that students do the lecture A then do the lecture B – and that these two lectures are *different* teaching activities, and not merely duplicates.

So we could rename the seminars as follows:

AA12345-SemA: 1 x seminar, 1hpw, John Robinson, 20pp

AA12345-SemA: 1 x seminar, 1hpw, Jane Smith, 20pp

AA12345-SemB: 1 x seminar, 1hpw, John Robinson, 20pp.

AA12345-SemB: 1 x seminar, 1hpw, Jane Smith, 20pp.

This makes things much clearer – an individual student must do one of the two seminar As, and then one of the two seminar Bs. 

This however still leaves us with incomplete information. From the above, it is not apparent whether you would prefer that a student in John’s seminar A should stay with John for seminar B (maybe for continuity) or if a student who was with John for seminar A should now be in Jane’s seminar group (as John and Jane each provide different specialist input).

However, if we give the groups numbers, like this:

AA12345-SemA gr01: 1 x seminar, 1hpw, John Robinson, 20pp

AA12345-SemA gr02: 1 x seminar, 1hpw, Jane Smith, 20pp

AA12345-SemB gr01: 1 x seminar, 1hpw, John Robinson, 20pp.

AA12345-SemB gr02: 1 x seminar, 1hpw, Jane Smith, 20pp.

Then we resolve that as well. In this example, the students split into two groups, and stay with the same tutor for both series of seminars.

So in its entirety, the module’s activities now look like this:

AA12345-LecA gr01: 1 x lecture, 2hpw, John Robinson, 40pp

AA12345-LecB gr01: 1 x lecture, 2hpw, Jane Smith, 40pp

AA12345-SemA gr01: 1 x seminar, 1hpw, John Robinson, 20pp

AA12345-SemA gr02: 1 x seminar, 1hpw, Jane Smith, 20pp

AA12345-SemB gr01: 1 x seminar, 1hpw, John Robinson, 20pp.

AA12345-SemB gr02: 1 x seminar, 1hpw, Jane Smith, 20pp.

Note that for the lectures, the group numbers have been set as “01” as a default.
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