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To facilitate the course scheduling process for all departments (programs), institutes, degree
programs, and centers (hereinafter referred to as "course-offering units"), Asia University
(hereinafter referred to as "the University") has established these principles.
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Each semester, course-offering units must offer required and elective courses in accordance
with the curriculum plan applicable to the year of admission for students of various academic
systems. Courses should be arranged based on faculty expertise, ensuring that the required
teaching hours for full-time faculty members of various ranks are met, and semester course
scheduling is completed.
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If course-offering units need to add, remove, or change courses or credits, they must first
obtain approval through the respective curriculum committees at all levels. Courses not
included in the "curriculum plan" may not be scheduled.
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For undergraduate programs at the University, course scheduling each semester must first be
arranged by the General Education Center for foundational courses designated as mandatory
by the institution. Following this, course-offering units will schedule professional required
and elective courses.
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The principles for scheduling professional courses by course-offering units are as follows:
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First Stage of Course Scheduling: Before scheduling begins each semester, planning must
be conducted in accordance with the provisions outlined in Article 2 of these principles.
Course-offering units must input course titles, credit hours, class hours, contact hours,
upper and lower limits of enrollment, and classroom requirements for the semester into
the "Semester Course Scheduling System.” A printed "Course Offering Overview (Public
Announcement)™ in Format 4, signed and approved by the head of the unit, must be
submitted to the Office of Academic Affairs for review.
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second Stage of Course Scheduling: Based on the classroom availability and scheduling
hours provided by the Office of Academic Affairs, course-offering units must input
instructor assignments, classrooms, class times, and English-taught course notations into
the same system. A printed "Course Offering Overview (Public Announcement)"” in
Format 4, signed and approved by the head of the unit, must be submitted to the Office of
Academic Affairs for confirmation.
FOIR R BRHE R R AR R 2 T R R e T
he principles for the Office of Academic Affairs in handling classroom assignments and
scheduling time slots are as follows:
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One classroom will be allocated for every 40 to 43 class hours for course scheduling by
course-offering units.
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For course scheduling hours that do not meet the requirement for a single classroom, the
course-offering unit must schedule courses during the time slots designated by the Office of
Academic Affairs.
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Course-offering units must adhere to the following principles when scheduling professional
required and elective courses:
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Required and elective courses for the same year level must not be scheduled at the same time.
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Elective courses for the same year level within the same program should, in principle, not be
scheduled at the same time.
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Required courses carrying three credits should, in principle, be scheduled over two days.



(z) PRIMFAFTEIF-ITHT 6 X ol PFR R LT p al
RBEP o REZBFALR EFHUEL > pHI2
Courses for day programs should be scheduled from Monday to Friday during daytime hours.
If, due to special and necessary circumstances, courses must be scheduled during weekday
evenings or weekends, prior approval from the three-tier curriculum committees is required.
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A single course may not be taught for more than four periods in one day. Except under special
circumstances, scheduling during the N period (12:10 to 13:00) should be avoided, and the
total scheduled hours per day should not exceed 10 periods.
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Intensive short-term completion of semester-long courses is not allowed. If necessary due to
course requirements or special conditions of the instructor, approval from the three-tier
curriculum committees must be obtained.
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Professional required courses for undergraduate programs should be scheduled on Monday
mornings and Friday afternoons. Once scheduled, course times and classrooms may not be
changed arbitrarily without justified reasons and approval from the Office of Academic
Affairs.
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Courses such as off-campus internships, special projects, or graduation projects, where
students are not required to attend classes during the scheduled times, may be arranged during
evening hours or weekends to protect students' rights regarding course selection, grade
assessment, and graduation review.
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Academic advising time for all day-program classes is scheduled for the 7th or 8th period on
Wednesdays (in two sessions), and for all continuing education program classes during the F
period on Thursdays. Course-offering units may not schedule classes during these times.
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A single instructor should not teach more than three hours in both the morning and afternoon
sessions on the same day. Full-time instructors may not request specific time slots or
concentrated scheduling days for any reason.
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Courses taught by instructors holding concurrent administrative positions may not be
scheduled during Monday or Wednesday mornings, which are reserved for school-level
meetings, including supervisory and administrative meetings.
Complete the verification process according to the checklist and submit the completed
checklist to the Office of Academic Affairs before the start of the semester.
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If course scheduling requires support from instructors affiliated with other course-offering
units, prior approval must be obtained from the supervisor of the instructor’s unit to avoid
scheduling conflicts between the two units.
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Part-time instructors may teach a maximum of four hours per week or two courses, with an
absolute limit of six hours. In exceptional cases, approval from the president must be
obtained before the semester begins, with a maximum limit of eight hours.
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After course-offering units complete the input of scheduling data, if the scheduling violates
the principles outlined in Article 6, the Office of Academic Affairs may notify the course-
offering units in writing or via email to revise the relevant data (e.g., classroom, time slots,

etc.).
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If a course-offering unit wishes to apply for changes in the instructor, time slots, or
classrooms, they must first complete the relevant course change application form (see
attachment) to process the adjustment. For requests to change time slots after the add/drop
period, signatures of consent from all enrolled students in the course must be included. If
the requested classroom is a general or specialized classroom already scheduled by another
unit, prior consent from the original scheduling or managing unit must be obtained.
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The Office of Academic Affairs must respond to the change request within three working

days after receiving it.
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The principles for scheduling co-taught courses are as follows:
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Co-taught courses refer to courses supported by multiple instructors.
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The design of the course content must consider the purpose and continuity of the
curriculum plan. The course-offering unit should arrange for instructors with

expertise relevant to the course design to assist in teaching, rather than conducting
the course in the form of a seminar series.

(2) EHUEE TR b b £ SR 5 1 R BRI F TR B R -

Faculty for co-taught courses should primarily consist of the University's full-time

or part-time instructors. Approval must be obtained before the start of the course for
exceptional circumstances.
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Any matters not addressed in these principles shall be handled in accordance with the
University's relevant regulations.
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These principles shall be implemented upon approval by the Administrative Meeting and
ratification by the President. The same procedure applies to amendments.



