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Important Considerations for Course Scheduling Review in Various Departments of Asian

Universities
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Our university requires each department to implement course scheduling operations to
enhance teaching quality and student learning outcomes. Based on the "Asian University
Course Offering Regulations" and the "Asian University Course Scheduling Principles," the
university has established the "Course Scheduling Review Guidelines for Each
Department," hereinafter referred to as these guidelines.
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Each department should handle course scheduling operations in accordance with the
regulations and is responsible for reviewing and advising faculty members on their course
offerings. Department assistants should individually review the actual course offerings and
schedules of each "full-time faculty member," fill out the "Course Scheduling Review Form"
(format as per Attachment 1), and after confirmation by the faculty and approval by the
department chair and dean, submit the "Course Scheduling Review Statistics Form" (format
as per Attachment 2) to the Office of Academic Affairs for record-keeping.
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If a full-time faculty member does not comply with the course scheduling regulations, the
department's "Curriculum Review Committee" should review the situation and determine
whether to proceed according to the faculty member's suggestions. After approval by the
department chair and dean, the finalized schedule should be submitted to the Office of
Academic Affairs for record-keeping upon completion of the scheduling process (in the 18th
week of each semester).
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The members of the "Curriculum Review Committee" may be composed of members from
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the department's Curriculum Committee.
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Each department should plan and handle the following course scheduling review tasks in
advance:
1. Confirm the course names and the names of instructors for the next semester.
2. Remind and ensure that instructors have completed and uploaded course syllabi and
teaching materials online.
3. Confirm the names of newly hired full-time (contract) and adjunct faculty members, as well
as the courses they will teach.
4. Ensure compliance with the correct course scheduling regulations.
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Confirm the names of instructors and the course titles | Before the 13th week of each
for the next semester. semester
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Remind teachers in advance to upload the course Before the 15th week of each
syllabus and teaching materials online. semester.
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Confirm the newly hired full-time, part-time, or Before the 15th week of each
project-based instructors semester.
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Confirm compliance with the correct course Before the 18th week of each
scheduling and arrangement regulations semester.
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Confirm the names of instructors and the course titles for the next semester. To assist
'Mandos' in guiding students for the 'pre-selection' of courses for the next semester, please
confirm the selection of new or proposed new instructors by the 13th week, unless there
are special circumstances. Additionally, the department or faculty-level academic
evaluation committee should be convened, and the results should be submitted to the
human resources department for processing.
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Confirm the newly hired full-time, part-time, or project-based instructors. Each department

should, by the 15th week, in accordance with the decisions made by the university's

academic evaluation committee, ensure that all teaching staff and newly hired instructors

for the next semester upload their course syllabi online. Additionally, teaching materials

should be uploaded one month before the start of the semester. For instructors whose hiring

procedures are completed later, departments should notify them to ensure that course syllabi

and teaching materials are uploaded at least one week before the start of the next semester.
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Departments should verify compliance with the following course scheduling and arrangement

regulations:
1. All courses must be scheduled according to the 'Course Planning Table'.
2. Required Professional Courses' must be scheduled on Monday mornings and Friday
afternoons.
3. If there are other available time slots for scheduling, avoid scheduling courses during

the N period (12:10 PM to 1:00 PM).
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4. Each class should not have more than 10 class periods per day, and no single course
should be scheduled for 4 or more consecutive periods (including).

5. There should be no arrangement of short-term intensive courses that complete an entire
semester’s content.

6. Daytime courses must be scheduled from Monday to Friday during the day.

7. The course schedule for each grade level should not overlap with the scheduled
university-wide courses (including interdisciplinary courses).

8. Courses should be scheduled in appropriate general classrooms or specialized
classrooms.

9.  Each instructor should have no more than 3 hours of scheduled classes per morning or
afternoon session.

10. The names of instructors for each subject should be entered into the schedule before the
start of the semester.

11. Notify all instructors that they must not change the mode of instruction (e.g., online
courses) on their own. Any changes to course times and classrooms must follow the
'Asia University Faculty Course Change and Supplementary Teaching Guidelines'.

12. Before any course adjustments, inform and obtain consent from all students.

13. All instructors must have completed course syllabi entry, uploaded teaching materials,
and recorded midterm and final grades.

14. Unless there are special circumstances, each instructor should be scheduled to teach at
least three days per week.

15. Similar courses across different academic systems should not be scheduled as one class,
and the same number of hours should not be paid twice.

16. For departments offering Master's and PhD programs, the 'Master’s and Doctoral
Thesis' courses should be scheduled.

17. Courses for students from Hong Kong, Macau, Mainland China, foreign students
(including exchange students and international special program students) should be
appropriately scheduled (departments without such students should mark "None").

18. When scheduling courses, the department should prioritize assigning courses to full-
time faculty to meet their required teaching hours, then assign hours to part-time faculty.

19. Part-time instructors should not be scheduled for more than six hours of teaching per
week.
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Each department should inform all instructors of the verification checklist, have the

department assistant carry out the verification, and record the results in the 'Course

Scheduling and Arrangement Verification Form' to ensure implementation.

R LB hiE 2 TBERk L ol A A B EBRRR T A

Haz g 2 Eird o Ak h e i o

If the Office of Academic Affairs has any doubts or finds any non-compliance with the course
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scheduling regulations in the 'Course Scheduling Verification Form' submitted by the
departments, it may request the department to make timely improvements or ask the dean
of the college to assist in resolving the issues
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If an instructor fails to comply with the regulations, their performance will be considered
during the 'Teacher Evaluation' process. In cases of serious violations, the issue will be
referred to the 'Academic Review Committee' for handling.
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These guidelines will be reviewed by the Academic Affairs Meeting and published for
implementation after approval by the president. The same procedure applies when making

amendments.
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