
MEMORANDUM 4 February 2002 
 
From: ADAA 
To: Chairs and Schedulers 
Cc: Deans, Division Directors 
 
Subj: Academic Scheduling 
 
Ref: (a)  Course Enrollment Policy, AcDeanInst 1531.13B
 (b)  Curriculum Review Process, AcDeanInst 5420.20D
 (c)  Candidate Spaces for Classroom Use
 
Encl: (1)  Standard Schedules 
 (2)  Standard Notation for Scheduling 
 
 
1.  Background.  As academic buildings are renovated over 
the next decade, classrooms will be fewer in number.  This 
necessitates our efficient use of available classrooms.  At 
the same time, a department must schedule sections so that 
midshipmen can take them.  These two aspects of scheduling 
are closely related and they can be at odds with the desire 
of faculty members for convenient teaching schedules.  This 
will present a challenge to those who construct 
departmental teaching schedules. 
 
2. Guidelines.  All departments must adhere to the 
following guidelines. 
 
 a.  Develop the teaching schedule of your department 
with the needs of the midshipmen uppermost.  At the end of 
the past several semesters, an increasing number of 
midshipmen have been unable to develop schedules that met 
graduation requirements and gave them an opportunity to 
select the courses they desired.  The wishes of faculty 
members for particular schedules should be accommodated, if 
it is reasonable to do so, but they should not take 
priority over providing midshipmen with sections offered at 
a variety of meeting times that allow them to build 
schedules for their academic programs. 
 
 b.  Avoid using non-standard scheduling patterns.  See 
enclosure (1) for a list of standard time patterns.  
Standard patterns mesh well with each other; non-standard 
patterns generally do not.  The use of non-standard 
schedules must be approved by the Associate Dean for 
Academic Affairs. 

http://www.nadn.navy.mil/AcDean/adpinst/CrsEnrollPlcy.pdf
http://www.nadn.navy.mil/AcDean/adpinst/CurricRvwProcess.pdf
http://www.usna.edu/acdean/renovation/other_rooms.pdf


 
c.  Arrange section meeting time patterns of multi-

section courses so that all periods of the week have nearly 
the same use.  Strive to utilize periods 1 and 6 to the 
same extent as the other periods of the day.  Distribute 
the department's teaching hours as uniformly across all 
periods of the week as possible. 
 
 d.  Use the fewest number of different periods 
possible for the schedule of any section. The greater the 
number of different periods used, the more likely it is 
that a section's schedule will conflict with others or that 
a midshipman will be unable to enroll in it. 
 
 e.  Use as few classrooms as possible in scheduling a 
course or a whole department.  On the other hand, do not 
hesitate to schedule a section into two or more different 
rooms to increase room use efficiency.  Make sections as 
large as possible consistent, of course, with room 
capacities and good pedagogy.  Don't use standard 
classrooms for small sections.  Recall that sections with 
fewer than 10 midshipmen must be justified to the Dean; see 
reference (a).  Use offices, conference rooms, and seminar 
rooms for small sections.  Double-scheduling of rooms will 
not be allowed.  Two different rooms may not be scheduled 
for the use of the same section at the same time.  If 
classroom-style instruction is desired during a laboratory 
period, it will have to take place in the laboratory or a 
classroom that is not otherwise scheduled. 
 
 f.  Verify, where possible, that you have not created 
scheduling conflicts for midshipmen by checking with other 
departments teaching the same midshipmen.  For example, if 
Departments A and B teach majors in the same graduating 
class in a given semester, they should coordinate their 
scheduling to avoid offerings that clash.  Elective courses 
that should be available to upper class majors should be 
offered at times that are not in conflict. 
 
 g.  Use the notation of enclosure (2) for scheduling. 
This is vitally important.  It is unfortunate but true that 
MIDS does not interpret the meaning of schedules.  MIDS 
regards schedules merely as strings of characters and does 
not check to see if they are sensible.  Therefore, we must 
all depend on those who enter data to provide it accurately 
and in a standard format. 
 

http://www.nadn.navy.mil/AcDean/adpinst/CrsEnrollPlcy.pdf


 h.  A course with a laboratory should be scheduled so 
that laboratory time occurs in consecutive periods or 
departments should reconsider the format or the credits 
allocated to the course.  A 1-2-2 course, for example, 
should not be scheduled as though it were a 3-0-3 course 
and, conversely, a 3-0-3 course should not be taught with a 
double period.  Courses may be restructured through the 
normal curriculum change process (see reference (b)). 
 
 i.  Employ, where it is feasible to do so, faculty 
offices, departmental meeting rooms, and other spaces 
within the academic buildings for classroom purposes.  
Also, see reference (c) for spaces outside the Dean's cost 
center that may be candidates for classroom use. 
 
 
 
 
 Frederic I. Davis 

http://www.nadn.navy.mil/AcDean/adpinst/CurricRvwProcess.pdf
http://www.usna.edu/acdean/renovation/other_rooms.pdf


Enclosure (1)  Standard Schedules 
 
The table below lists only lecture/recitation schedules. 
Since laboratories are normally conducted in rooms separate 
from the classrooms, the scheduling of them may not fit a 
standard pattern. 
 

Credits Schedules 
1-0-1 Mx 

Tx 
Wx 
Rx 
Fx 

2-0-2 MWx 
MFx 
WFx 
TRx 

3-0-3 MWFx 
TRy 

4-0-4 MTWFx 
MWRFx 

 
Notation: x = 1, 2, 3, 4, 5, or 6  and  y = 8, 9, or 10. 
 
Credits for courses with laboratories are usually 1-2-2,  
2-2-3, or 3-2-4 and are simply the sum of 1-0-1, 2-0-2, or 
3-0-3 lecture/recitation schedules with a 0-2-1 component 
added, usually in a separate space. 



Enclosure (2)  Standard Notation for Scheduling 
 
1. Background. In order to assure consistency in building a 
database of rooms and schedules, it is essential to adopt 
standard abbreviations. 
 
2. Buildings
 

Administration Building AD 
Alumni Hall AL 
Armel Leftwich Visitor's Center VC 
Bancroft Hall Bw  * 
Chauvenet Hall CH 
Dahlgren Hall DA 
Halligan Hall HA 
Halsey Field House FH 
Hendrix Oceanography Lab HX 
Hubbard Hall HU 
Leahy Hall LE 
Lejeune Hall LJ 
Luce Hall LU 
MacDonough Hall MD 
Mahan Hall MA 
Maury Hall MU 
Michelson Hall MI 
Mitscher Hall MT 
Nimitz Library NI 
Perry Center PC 
Preble Hall PR 
Ricketts Hall RK 
Rickover Hall RI 
Robert Crown Sailing Center SC 
Sampson Hall SA 
Stratton Hall ST 
Tennis Center TC 
Ward Hall WA 
Warner Soccer Center WR 

 
* w = wing number 
 
3.  Rooms
 
Use three digits to designate rooms, with a fourth 
character as a suffix, where necessary. Employ leading 
zeros and use 0 vice G, if G means ground deck. 
 



Examples: CH116, LU006 (not LUG6), MIE10, RI006 (not RI6), 
WA007 (not WAG7), and RI123b. 
 
4.  Days. 
 

Monday M 
Tuesday T 
Wednesday W 
Thursday R 
Friday F 
Saturday S 

 
5.  Periods
 
This is the schedule for a normal academic day. 
 

Pd Duration 
1 0755-0845 
2 0855-0945 
3 0955-1045 
4 1055-1145 
5 1330-1420 
6 1430-1520 
7 1530-1620 
8 0755-0910 
9 0955-1110 
10 1330-1445 

 
6.  Section schedules
 
A schedule pattern has the form DP where D is a string of 
letters designating days of the week and P is a string of 
digits designating periods of the day. 
 
Examples:  
Schedule pattern Meets on 
MW3 Monday 3 and Wednesday 3 
WF12 Wednesday 1, Wednesday 2, Friday 1, and 

Friday 2 
TR9 Tuesday 9 and Thursday 9 
 
 
7. Designating meetings in more than one room
 
When a section meets in more than one classrooms during a 
week, the classrooms are separated by commas and the 



meetings times are also separated by commas in a 
corresponding manner. 
 
Examples: 
 

Times Rooms means that the section meets 
MWF1,R12 MI204,MIE10 MWF1 in MI204 and R12 in MIE10 
MR3,W3 CH122,CH110 MR3 in CH122 and W3 in CH110 

 
8. A few more technical notes
 

a.  Commas must be used as separators, exclusively.  
No other character, such as the slash (/) should be used as 
a separator.  So, "MI225/A6" is wrong and should read, 
instead, "MI225,MIA06". 
 

b.  In a string representing a scheduling time 
pattern, no digit should be followed by a letter.  A comma 
must be used to separate them. So, "MWF1T12" should read, 
instead, "MWF1,T12". 
 

c.  There must be the same number of commas used for 
the room data as for the meeting time string in the 
schedule for a section. 


