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Timetable Form, Spring Term 2012
	Code and name of course:  

	Lecturer(s):

	Number of students:

	Signed by:
	Date:


Please fill in only one form per course.
Rooms and timetable slots will be allocated by the timetable coordinators.
Teaching activities that run throughout the semester at fixed hours and days every week are given priority in the allocation of rooms.
	Important dates:
Start of the semester: January 5. First teaching day Thursday January 5. 
Easter: April 2 – 9. 
Exam period: Thursday May 3 – Tuesday June 5.  


The course will be taught in the following weeks (please tick the boxes):
	Week number
	1
	2
	3
	4
	5
	6
	7
	8
	9
	10
	11
	12
	13
	Easter
	15
	16
	17
	18

	Teaching
	
	
	
	
	
	
	
	
	
	
	
	
	
	*
	
	
	
	


Teaching will be given as:

Lessons  


……
hours per week

Group work   

…… 
hours per week

Seminars    


…… 
hours per week
Lab sessions   

……   hours per week
Other teaching activities
……   hours per week
	Other relevant information, for example: 

Name of lab required. 
Possible timetable collisions with other courses that you teach. 




Timetabling Information for Lecturers at UiA, Spring Term 2012
Information gathering:

· Timetable forms should be filled in and submitted to your department before Thursday 20, 2011. 
Teaching hours:

· Campus Kristiansand: It is normal practice for teaching activities to take place between 8:15 and 17:00 Monday to Friday, but some teaching may also be placed outside of these hours. 
· Campus Grimstad: It is normal practice for teaching activities to take place between 8:00 and 17:00 Monday to Friday, but some teaching may also be placed outside of these hours. 
· Teaching activities that run throughout the semester at fixed hours and days every week are given priority in the allocation of rooms.
Special circumstances:
· Priority will be given to lecturers or students with disabilities or medical conditions that require special arrangements. Lecturers should report their personal needs for such arrangements directly to their department.
· A two-hour time slot is set aside for meetings every Wednesday between 14:15 and 16:00 hours. Normally, no teaching activities will be scheduled during this period.

Timetable (draft):
· The initial draft of the timetable will be available on our website December 12. Notice will be given.
Amendments:

· Based on feedback from the lecturers, the coordinators of each department are responsible for reporting suggested amendments to the timetable coordinators.
Final timetables:

· The final timetables will be available online December 20. 
Please note:

The timetable coordinators are able to publish draft and final versions on the dates suggested above only if the lecturers submit the timetable forms before the deadline expires. 
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