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1. PURPOSE

This document provides British University Vietnam (BUV) with approved workflow for the
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centralised academic planning for the higher education area.

2. SCOPE

This document covers all higher education programmes at BUV.

3. WORKFLOWS
3.1 Academic Workload Annual Planning:

12 months before new academic
round.

START |
v
f 1. Faculties performance review & decide to
| renew
i
v
2. Calculate workload of faculties for the
year
v

3. Exceed maximum
work hours?

ves |

NO

¥
4. Discuss with DVC to agree on modules allocation and
lecturers’ workload to keep under maximum hours

h 4 YES
5. Agreed?
o |
. 4
_6.Additional faculty 7. HR to recruit| -
required? faculty

A 4
8. Assign existing lecturer to take up additional teaching
hours & update the workload planning
v
9. Final preliminary faculty workload plan for the next
year academic year

A4
NO
10. Meet target
YES

4
11. Finalise faculty workload plan for the next academic
year

A4
END !
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year, Dean starts preliminary workload planning
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3.2 Space and Facilities Requirements Annual Planning

12 months before new academic year, Dean starts preliminary space and facilities requirements

planning round.

| START

i

. 1. Celculate space occupancy for the year

!

2. Exceed 10 L
hours/room?

YES l
i

3. Discuss with DVC to agree on space allocation !
and minimum student per programme {

YES

4. Agreed?

NO l
YES

5. New rooms/Renovation§?——

NO l
7. Consider weekend teeching or other solutions }

P eond nchng of o o

8. Final preliminary space allocation plan and }‘
facilities requirements for the next academic year
S e e i o P S

Y

6.AM, ICT, PD towork |
on execution plan.

Y

NO
= 9. Meet target

l YES

10. Finalise space allocation plan and facilities
requirement fer t,h,e next acagemic year

| END
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3.3 Academic Workload Semester Planning
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4-6 weeks before new semester (4 per year), Dean starts semester workload planning round

based on annual plans and target for semester

| START |

A4

1. Calculate workload of faculties for the semester |

based on existing and newly enrolled students

A4
_ y NO
2. Exceed maximum work

hours?

YES

. L, Y —
3. CAO discuss with VC to agree on modules
allocation and lecturers’ workload

) 4

o New faculty required? » 6. HR to recruit faculty |

YES
4. Agreed?
NO
v
YES
NO
Y

7. Assign existing lecturer to take up additional
teaching hours and update the workload planning

Y
8. Final faculty workload plan for the semester
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3.4 Admission Semester Planning

12-16 weeks before new intake (2 per year), Dean starts student admission planning round

based on annual plans and target for semester

| START |
" - - 4 — . e .
1. Calculate space and facilities resources available |

- a —— T

2. Discuss with Admission on méthodology to meet
tar}getrwhi»le ﬁt with ava‘ilable resources

l

v ,
3. CAO finalise admission plan. Publish on website
and inform SR )

R =i E
E
h 4

4. Admission closely monitor the progress of
enroliment andﬁreﬁport to CAO

A 4
5. CAO to discuss with VC and SR on maximum
students per programme (if needed)
H

1

A4
6. Application exceed YES
maximum?

NO

PR

8. Admission enroll students to programmes

§
t
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7. Admission implement additional entry
requirement, such as interview with PL.

—Y
| END je—
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4. DOCUMENT RESPONSIBILITIES

Document Owner

Document Delegate : Dean

5. APPROVALS
a. Policy development or review will be endorsed by the Dean and approved by CAO prior to
implementation and execution.
b. Any exceptions to this policy shall be submitted in writing, using the exception template

for appropriate approval.

c. This document is approved and effective from the date of signing:

Prepared by Checked by Approved by
o
Pec |4, 1023 4 [1e]2> /«,/ 23
Hoang Linh Chi Tran Duc Trung Jason MacVaugh Christopher Jeffery
Senior Officer Deputy Dean (Higher Chief Academic
Academic Compliance |  University Registrar Education) Officer
Office m\’\/%
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