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By the 1st of March — the Programme Director submits the plan of study courses (incl. number of credits of options (Part C) courses, groups to be 
joined) with provisional tutors to the Head of the Study Department. 
* When compiling study plans for the first year, the first semester cannot be joined with anything else 

By the 21st of March — the IT Administrator of the Study Department and administrators of Study Programmes ensure the entry of study courses 

in the UNIMETIS system (incl. number of credits, faculty member, number of lectures) 

 
By the 15th of April — the Head of the Department (for in-house faculty members) and the Study Programme Director (for outsourced faculty members) 
obtain data from UNIMETIS regarding the load of a faculty member in all study programmes and agree thereon with the respective faculty member and 
send it to the Dean / the Head of the Study Department 
 

RISEBA’s administrative 
personnel agrees its 

planned load with the direct 

work supervisor RISEBA  

By the 20th of April — the Dean agrees study course plans and sends them to the Head of the Study Department  

By the 10th of May — the Head of the Study Department agrees study course plans  

By the 1st of June — the IT Administrator of the Study Department corrects all study courses planned to be taught during the entire academic year in the UNIMETIS system 
 

By the 20th of June — the Management Group approves RISEBA’s annual calendar of events 

Planning of 

lectures 

By the 10th of August — administrators of the Study Department: 
• Contact faculty members with regard to possible lecture times 
• Plan the list of lectures (study course, group, faculty member, time, room) in an Excel fail 
• Contact faculty members and agree on the planned list of lectures 

By the 21st of August, its is decided on the opening of study groups (for the 1st study courses) 

Is it the 1st study course in 

master studies? 

The IT Administrator of the Study Department connects faculty 

members to the Moodle study course sites; each study plan is approved 
in the UNIMETIS system: 
By the 14th of August — 2nd, 3rd, 4th and 5th year 
By the 21st of August — 1st year 

The IT Administrator of the Study Department connects faculty 

members to the Moodle study course sites; each study plan is approved 
in the UNIMETIS system: 
By the 21st of August — 1st year (Masters) 

Faculty members update the study course site and materials. 
By the 31st of August 

Administrators of the Study Department enter a list of lectures (dates 

of classes, rooms) in the UNIMETIS system and publish it: 
By the 21st of August — 2nd, 3rd, 4th and 5th year 
By the 28th of August — 1st year 

The IT Administrator of the Study Department connects students to 
the Moodle study course sites 
By the 31st of August 

Faculty members update the study course site and materials.  
By the 7th of September — 1st year (Masters) 

Administrators of the Study Department enter a list of lectures (dates 
of classes, rooms) in the UNIMETIS system and publish it: 
By the 7th of September — 1st year 

The IT Administrator of the Study Department connects students to 
the Moodle study course sites 
By the 7th of September — 1st year (Masters) 
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