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Organization of the Class Scheduling Process
· Number of classes per day – with one student group, you can schedule a maximum of 4 hours of classes per day for a single course.

· Class cancellations – due to the lack of emergency sessions, the possibility to cancel or reschedule classes is very limited. Please remember that any change of class dates must be reported to the Teaching Department staff at least one week in advance.

· Change of class format – requests to change the format from on-site to another mode must be submitted to the Teaching Department staff and approved by the Vice-Dean.

· Equipment requirements – if the field is left blank, classes can be scheduled in any available room.

· Information for the IT Department – please provide details regarding necessary programs, applications, and any specific configurations required during your classes in THIS request form. Early notification of these requirements will allow for proper preparation of hardware and software, ensuring smooth class delivery. If software needs are not specified in advance, it may not be possible to schedule your classes according to expectations.

· Information for the IT Department – please indicate whether you will require access to Virtual Laboratories and specify the software needed.

· Marking an “X” in the “AVAILABILITY” field means you are available on that day.

· When reporting availability for the class schedule, please do not specify particular courses or hours. We kindly ask you to provide only general preferences regarding your time availability.

	FULL-TIME STUDIES

	Name and surname:
	

	Phone number:
	


TEACHING PERIODS
	Subject/Equipment Requirements*:



	Specific Needs and IT Requirements:


	Day of the week
	Hours of classes

	
	08:00-14:35
	14:45-17:55

	Wednesday
	
	

	Thursday
	
	

	Friday
	
	


Class Scheduling Guidelines:
• Maximum teaching time per day – You may conduct up to 4 hours of classes per day with one student group, regardless of the number of subjects.
• Class cancellations/rescheduling – Please remember that any changes to the class schedule must be reported to the Teaching Department.
• Equipment requirements – Leaving the field blank will be understood as no specific requirements, and classes may be scheduled in any available classroom.

