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Appendix A — Glossary of Timetabling Terms

1 Space Types

	Type
	Description

	University (shared)
	Space held centrally and available for approved use by all Schools and CSUs within VUW on a pro rata chargeable basis.

	Allocated (reserved)
	Space allocated to a School or CSU by Facilities Management for its sole use, e.g. offices, store rooms.  Charged to budgets at a fixed rate per sq metre.

	Teaching
	University or allocated space specifically designed for teaching purposes, including lecture theatres and seminar rooms.

	Specialist 
	University or allocated space that contains specialised services or equipment e.g. laboratories, design studios or music rooms.  Usually configured in such a way that non-specialist users would find it difficult to teach.

	Bookable 
	University or allocated space that can be booked for timetabled teaching or ad-hoc events.  Includes all teaching space, shared meeting rooms and some foyers , tea-rooms and kitchens.


2 Bookable Room Types
	Type
	Sub Type
	Description

	Teaching
	Seminar Room
	Flat-floored teaching room. Previously also called classroom or tutorial room.

	
	Lecture Theatre
	Tiered teaching room. 

	Specialist
	Science Laboratory
	Contains scientific equipment that requires skills or training to use. Contains substances or equipment that if used incorrectly could pose a health & safety risk.

	
	Studio
	Includes drawing studios, design studios, performing and rehearsal space, sound studios.

	
	Workshop
	Room used for constructing equipment, models etc.; includes woodwork, metalwork rooms.

	
	Teacher Education
	Room containing specialist equipment for teacher education, such as art studio, technology room, gymnasium.

	
	Music Room
	Room configured especially for music performance or practice. May be sound-proofed and contain musical instruments.

	
	Computer Laboratory
	A room with computers with specialist software/hardware installed. Typically allocated space.

	
	Cyber Commons
	A room with computers available to be booked for use by students when not utilised for booked teaching events.

	
	Marae
	A space with special cultural or teaching significance.  Managed by Te Herenga Waka Marae; used for some teaching and other events. 

	
	Library
	Allocated space containing school reference/research materials.  May be used as seminar room and for other teaching and ad hoc events.

	
	Museum
	Allocated space containing specialist collection. May be set up as seminar room and used for teaching or other events.


3 Booking Event Types
	Type
	Sub Type
	Description

	Teaching
	Standard
	Regular (weekly) timetabled class of up to 2hrs 50 minutes duration associated to a scheduled course in one or more of the three academic trimesters.

	
	Modular
	A component of a block course of at least 3 hours duration, or that is taught over consecutive days; may not fit with standard academic calendar. 

	
	Ad-Hoc
	Event that is not scheduled on a regular (weekly) basis.

	Assessment
	Test
	A one-off event for the purpose of assessment that requires a room for a specified period during term time, e.g. terms tests.

	
	Examination 
	Assessment event scheduled during the study/examination period at the end of each trimester.

	Ad Hoc
	Meeting
	A one-off or recurring event of up to one day’s duration, e.g. staff meeting.

	
	Conference
	Typically spans multiple rooms and/or multiple days, often requires catering.  

	
	Research Seminar
	A one-off or recurring research-related event, usually of limited duration (1-2 hours).

	
	Training
	A one-off or recurring event, often initiated by Central Service Units, to provide staff training. 

	
	Public Lecture
	A one-off event, usually of limited duration (1-2 hours) 


4 Standard and Ad Hoc Class Types
	Type
	Description

	Lecture
	Unit of instruction taught by academic staff member in a lecture theatre or seminar room.  Up to 2hrs 50 minutes in duration.  Included in main timetable exercise.

	Tutorial
	Small group teaching session led by a tutor.  Held in seminar room. May be timetabled subsequent to main exercise.

	Studio
	Allocated time in a studio for work on project or rehearsal.

	Workshop
	Typically focussed on a specific topic, often designed to solve a specific problem.

	Science Laboratory
	A class that requires specific scientific equipment.

	Computer Laboratory
	A class that requires the use of computers.
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