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MEMORANDUM
Re: Year and timetable structure

Administrative Gitte Duemose
officer in
charge:

Guidelines for the year and timetable structure forbachelor and mas-
ter's programmes

Chapter 1
Introduction

The University of Copenhagen’s Management Team (lefided on 19
December 2007 to introduce an “Inner Market” fardst programmes at the
University. The intention is to provide studentshagreater opportunities to
follow courses from other study programmes and|fessu

This means that the academic year and timetabtaiplg for the whole of
the University of Copenhagen, regardless of whatherrganised in
blocks or in semesters at local level, is laid damthe guidelines described
below. The faculties submit an annual report alsagriificant deviations to
KUUR.

The year and timetable structure comes into foscef ghe autumn semester

20009.

The guidelines will be evaluated, with regard to pidticy and student mo-
bility, within two years of coming into force.
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Chapter 2
The structure of the year

The academic year for a full-time student is 42kiay weeks, spread over
44 calendar weeks (however spread over 45 in yeitiisb3 calendar
weeks). This corresponds to 60 ECTS points. Theréwao semesters, each
consisting of 21 working weeks. Each semestenisléd up into two

blocks of 10¥2 working weeks. The year is calculdtech week 35 of one
year until week 34 of the following year.

The 42 annual working weeks are divided into 36kivay weeks foiordi-

nary teaching andexaminations, and six working weeks which are teaching-
free, i.e. argeriods without timetabled teaching. The remaining 10 weeks
(11 in years with 53 calendar weeks) aresibf-study and holidays. Holi-

days are spread throughout the year but the mastioa is the summer
holiday (weeks 27—-34), during which it is possitde¢akesummer courses.
Weeks containing ordinary teaching and examinatevassplit intonormal
weeks andprotected weeks.

See diagram 1 below, which illustrates the strgctar the academic years
2009/10 and 2010/11.

2.1. Semesters and blocks

There are two semesters, each divided into twadkklothe first semester
consists of the weeks 35-45 (block 1) and 46—4ckoR). The second se-
mester consists of the weeks 5-14/15 (block 3)1&itl6—26 (block 4).

* 2.1.1. Ordinary teaching and examinationgake place in normal
weeks or protected weeks:

o0 Normal weeks: These are weeks in which normal timetabled
teaching and/or examinations take place. They aeks/36—
43, 46-50, 2-3, 5-8, 10-13/14 (dependent on Easter)
15/16-24 (dependent on Easter). The period of noneeks
in block 4 is a week longer than in the other b&dke to the
many bank holidays. Week 42 and weeks 7 and 8areai
weeks, but due to personnel policy regulationgedlto the
university being a family friendly workplace, thewk in
these weeks has to be organised in a way that els asu
possible takes account of requests for holidays.

o0 Protected weeksExaminations have first priority in pro-
tected weeks. Courses that do not hold examinaiotiese
weeks cannot run unusually demanding activitiezativities
that demand physical presence (excursions, for pkgout
of consideration for students taking part in exaations in
other courses. The protected weeks are 44, 54/45 1de-
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pendent on Easter) and 25. Week 51 has speciabstet re-
examinations after block 1 are also permitted.

Option for special courses in weeks 2—4he teaching in
block 2 and the autumn semester may finish in wéeksl
(before Christmas), which leaves free weeks 2-Jamuary.
In that case, semester 1/block 2 can be dividedtimb parts:
a) a part that finishes in week 51; and b) a psirigiweeks
2—-4. The main reason for finishing courses befdrasinas
is to facilitate international student-exchangegpammmes
(e.g. for guest students who wish to go home faisihas).
In cases where such is not a significant fact@ ciburse can
be continued in semester 1/block 2 and finishedaaks 2—
4,

o 2.2.2. Teaching-free weeksl'eaching and ordinary examinations
cannot be held in these weeks. The weeks are gdnnthe indi-
vidual faculties and can be used $elf study, reexaminations and
holidays. Seminars, courses, etc., that trigger ECTS paemsiot be
held either. The following weeks are teaching-free:

(0]

(0]

(0]

(0]

The study-start week(week 35): This week may include in-
troduction events and courses, reception of forstgdents
and induction days.

Autumn week (week 45)

The Christmas weekqweeks 52-1): Extraordinary exami-
nations can be held for students who due to stujoly t
abroad cannot otherwise finish their courses befimest-
mas. Examinations and reexaminations should nbtlk
between Christmas and New Year.

The winter week (week 9)
The Easterweek(week 12, 13, 14, 15 or 16)

The summerweek (week 26)

* 2.2.3. The summer holidaygweeks 27—-34): The university has no
special commitments to students, and studentsarehtiged to take
part in study activities.

0 Summer courses consist of summer schools, etc., during the

summer-holiday weeks. On normal study programnts; c
pulsory courses can only be timetabled for theseka/én
special cases (e.g. seasonal excursions to Gre@nlan

The year structure is illustrated in diagram 1 telo
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Diagram 1: Year structure for 2009/10 and 2010/11 PAGE 4 OF 6
Academic calendar for 2009/10
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2.3. Other regulations about the structure of the year

The year structure does not take into accountrniste@ps, excursions, project
work and other particularly intensive types of stu8uch activities always
have to be specifically timetabled. However, thagrot take place during
protected weeks.

The examinations for block courses must finish imithe block in question.
The examinations for semester courses must finighmthe semester in
guestion.

No courses are allowed to stretch over more th@asemester unless they
are divided into modules that can be finished withie individual semester.

Consecutive compulsory, semi-compulsory or optiatadly units ought to
be timetabled in such a way that they do not crest@r obstacles for stu-
dents who are planning a half-year of study abréadexample, consecu-
tive courses that only involve blocks 2 and 3 ouglie avoided.
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The structure of the timetable

The teaching week is divided into four timetableugs (A, B, C and D) for
normal teaching, and a special timetable grougdEgontinuing and fur-
ther-education teaching. As the timetable mustaftor semester courses to
run more than three parallel courses at the same tiroups A, B and C are
each subdivided into two subgroups.

This classification into timetable groups and sobgs is designed to make
the timetabling of the courses transparent andlersibdents to plan to at-
tend teaching on different programmes.

3.1. Teaching for full-time students

Teaching for full-time students is in the timetagteups A, B, C and D and
takes place on weekdays 08-17:00. A and C eacluactar one half day
and one whole day, while group B is divided inteethhalf days. Timetable
group D covers Friday afternoon and is reservedulbtime students. The
University of Copenhagen’s personnel policy recgiitéo be a family-
friendly workplace, which means that teaching oiddy afternoons must be
by agreement with the employees.

A break from 12—-13:00 allows students and lectu@raove from campus
to campus.

Each course is placed in a timetable group or sulygon the basis of its
size. Very large courses can be split between itwetable groups. In prin-
ciple, this means that courses allocate study vitign the timetable
(sub)group, and the timetabled part of the teactakgs place within this as
much as possible. However, it does not mean thmatéibled teaching must
fill out the allocated time.

» Teaching-free day:Courses for full-time students following a nor-
mal, fixed curriculum ought, as far as possibleheglaced in two
of the fourtimetable groups A, B, C and D, and their subgsoup
This ensures that students have one teaching-&gerltiis may be
less relevant in some study programmes than imrsthe

* Deviations: In some cases, parallel classes may not haveisunffi
rooms and/or teachers at their disposal withircthese’s timetable
group. This may mean that some of the classestodwe put into
other timetable groups. In these cases, it is itapbthat there are
enough classes in the timetable group to meetabdsof students
who are unable to attend outside the timetableggrou



3.2. Teaching for continuing and further-educationstudents

Timetable group E, which is reserved for continuamgl further education,
offers teaching outside of normal working hoursadteng in this group
takes place on weekdays 17-21:00, and Saturday@®- In the event of
exceptional capacity problems, these timeslotsheansed to teach full-time
students. The University of Copenhagen’s persopokdy requires it to be
a family-friendly workplace, which means that evenand Saturday work
must be by agreement with the employees.

3.3. The placing of exams in the week

Written examinations must, as far as possible,ldeeg within the timetable
group of the course in question, Friday afternooB8aturday. Oral exami-
nations may be held outside of the timetable grbup participants taking
other courses have the right to expect examindaitioes within the timeta-
ble group.

The structure of the timetable is illustrated belowdiagram 2:

Diagram 2: Weekly timetable

Monday| Tuesday Wednesday Thursday Frig&aturday
A1 Bl
Morning 08-12:00 B C: AL E
A2 BZ
C
Afternoon 13-17:00 B, C A, D
C
Evening 17-21:00 E E E E
Chapter 4
Coursesizes

Courses may correspond to 5, 72, 10, 15, 20 ari€C30 points.

In special cases, curricula may contain coursesctiraespond to 2v2 ECTS
points.
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