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Overview 
Nova-T aids the timetabler in designing a curriculum plan and using the plan 
to construct a timetable. Various plans can be designed, compared and 
evaluated, both in terms of cost and feasibility, before deciding on the best 
plan to adopt. 
When you have chosen a plan on which to base the timetable, Nova-T 
enables you to construct the timetable, using manual or automatic 
scheduling, or a combination of both, if you wish. 
Nova-T has import and export links with the SIMS SQL database. Cover in 
SIMS can be used to arrange daily cover for staff absences. SIMS Reporting 
enables the display and printing of class lists and student timetables. 
There are several steps involved in creating a timetable using Nova-T: 

 Assemble data: teachers, rooms, subjects, years, facilities, days and 
periods. 

 Construct one or more curriculum plans (please see Creating the 
Curriculum Model on page 77). 

 Assign resources, rooms and teachers, to the classes (please see 
Assigning Resources to Classes on page 117). 

 Choose session lengths for each class and deploy the appropriate 
resources (please see Defining and Resourcing Lessons on page 127). 

 Cost and compare the plans in order to select the best one to use. 
 Construct the timetable either by manual and/or automatic scheduling. 
 Export the timetable to SQL. 
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Nova-T Links 
Nova-T is primarily intended for use with SIMS. This includes: 

 management of the student curriculum and student timetables 
 timetable printing 
 the display and printing of class lists 
 statistical analysis of student academic data 
 management of cover for absences, examinations and other events 

should now be undertaken in Cover. 
A curriculum plan and timetable constructed using Nova-T is transferred to 
SIMS via SQL. One or more exports from Nova-T to SQL, each with a 
specified date range, can be stored in the SQL Document Management 
Server. 

NOTE: The printing of student lists, student analysis reports and the 
printing of timetables is available in SIMS Reporting. Please refer to the 
Producing Student Lists, Student Analysis and Timetable Reports handbook 
for more detailed information. 

What's New in this Release? 
A number of enhancements have been provided in this release: 

Importing the Curriculum from SIMS to Support Options Online 
Model | Load Curriculum from SIMS 
A new routine has been provided to support the options process using SIMS 
Options Online. This routine enables the existing curriculum structure in 
SIMS to be imported into Nova-T for scheduling purposes. 
More Information: 
Loading the Curriculum from SIMS on page 85 

Accessing Help and Additional SIMS Documentation 
A wide range of documentation is available from within SIMS via the 
Documentation Centre and can be accessed by clicking the 
Documentation button on the SIMS Home Page. The range of 
documentation includes handbooks, tutorials, mini guides and quick 
reference sheets. Once open, click the appropriate button (e.g. 
Handbooks), then navigate to the applicable option. 
References to any other documents mentioned in this handbook can be 
accessed from the Documentation Centre unless otherwise specified. 
Additional supporting documentation can also be found on our My Account 
website (https://myaccount.capita-cs.co.uk). 
There are two additional Nova related handbooks available: 

 Maintaining Nova 
 Analysis and Other Functions in Nova. 

https://myaccount.capita-cs.co.uk/
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The Time Dimension 
Over the course of an academic year, various changes can occur in the 
curriculum organisation of a school. Some changes, such as the transfer of 
students from one class to another, do not impact Nova-T. However, other 
changes will have an impact on Nova-T, for example, a class changes 
teacher part-way through the year, or a class is re-assigned to a different 
room for a particular period. When a teacher leaves the school, it may not 
be possible to find a new teacher to take on all the affected classes, so some 
re-organisation of the timetable will be necessary. 
These timetable changes may occur at various times during the year but 
Nova-T cannot show the changing picture because it lacks the time 
dimension. A timetable viewed in Nova-T represents a snapshot of a 
situation that may persist for a few weeks or months, but can be described 
as the timetable as it was on 4 October, or the timetable as we plan it to be 
on 3 January, etc. 
Nova-T can be used to create many snapshot timetables for different 
purposes, and to examine and edit them. Depending on their purpose, these 
are referred to as construction datasets or maintenance datasets. 
A construction dataset is created for the purpose of developing a new 
timetable that will be exported to SQL. Most commonly, a construction 
dataset is created as the timetable for the following academic year, but in all 
circumstances it is a snapshot timetable that applies without variation over 
the whole date range specified for it. 

 

 
Additional Resources: 

Loading More Than One Dataset and Using Maintenance Datasets in the 
Analysis and Other Functions in Nova handbook 

Loading a Dataset 
Data is loaded into Nova-T when you open the programme, or on request. 
In SIMS, select Focus | Nova-T6 to display the Nova-T Initial Data 
dialog. 

 



01| Getting Started with Nova 

 

4  Getting Started with Nova 

 

 Selecting the Load recent file radio button enables you to continue 
working with a previous dataset, or to select a dataset from other recent 
sessions. Select the name of the relevant dataset from the drop-down 
list and click the OK button. The Location of the dataset is 
subsequently displayed. 

 Selecting the Start without loading data radio button enables you to 
work in a dataset with no existing curriculum plan, timetable or primary 
data. A new dataset is created called <NoName>, and you must assign it 
a name by clicking the Save button and selecting Save as. 

 Selecting the Load other file radio button displays the Load Dataset 
wizard. 

Using the Load Dataset Wizard 
The Load Dataset wizard is also displayed if you select Data | Load 
Dataset or if you click the Load button and select Load new file. 

 

The first two radio buttons on the Load Dataset wizard enable you to load 
either one of two datasets that already exist although they may be stored in 
different locations. 
It is possible for a Local and/or an External dataset to be either a 
construction dataset or a maintenance dataset. Local datasets are stored in 
a standard location, whereas External datasets might be stored on a 
memory stick or other removable media. 
Typically, External datasets are: 

 .SPL files created by Nova-T, stored in a folder other than the standard 
location. 

 .SPL files created by Nova-T offline on another computer, and read from 
a memory stick. 
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Loading a Local Dataset 
Local datasets for every academic year are stored in year designated folders 
within the SNOVA\NT6 folder. The folders are created automatically when 
the Nova-T programme is opened. 
When you select the Load Local Dataset radio button, the Nova-T 
programme recognises the academic year that you used last time and the 
contents of the appropriate folder are displayed. However, you can select a 
different folder, if required. 
The files listed in the Select Local Data page of the wizard can be ordered 
by Date/Time, Mode, Comment, etc. by clicking on the appropriate 
column heading. The .SPL data files are visible in the Main files panel and 
any associated .SPB files are visible in the Backup files panel. 
 

When you create a construction dataset, the .SPL data files are placed into 
the appropriate year designated folders. When you click the Save button 
and select Save as, the programme suggests saving the data as a local 
dataset, although you can save the file to another location, if required. 

Loading an External Dataset 
When you select the Load External Dataset radio button, the Load 
Dataset dialog is displayed enabling you to navigate to the location of the 
stored .SPL file. 

 

1. Click the drop-down arrow adjacent to the Drives field and select the 
relevant drive letter to display the SNOVA\NT6 folder. 

2. Expand the year designated folder to locate the required .SPL file. 

If you select the Hide SPB Files check box, any Autosave files are removed 
from the list, enabling you to see the .SPL files more easily. 

3. Click the Finish button when you have selected the file you want to load. 
 

More Information: 
Autosaving School Plan Files on page 7 
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Adding Dataset Comments 
It can be helpful to attach a comment to a dataset to indicate its purpose or 
significance. For local datasets, the comments are displayed in the dialog 
and can assist you when determining which .SPL file to load. 

Comments can be added when a construction or maintenance dataset is first 
created. These comments can be changed, or new comments added to 
existing datasets, by loading the dataset and selecting Data | Edit 
Comment. 

 

Make the necessary changes to the comment text and click the OK button. 

Colour Coding Datasets in Use 
It is also possible to colour code the datasets that you are working on. This 
helps you to further identify the required dataset if you working with two or 
more datasets at one time. 
Select Data | Edit Colour to display the Select Dataset Colour dialog. 
Select a colour for the dataset that you are working on and click the OK 
button. 

 

The selected colour is displayed as the background colour on the Process 
Bar when you are working in the dataset. 

 

More Information: 
Program Organisation on page 13 
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Understanding School Plan Files 
A School Plan File (.SPL) is the form in which Nova-T stores the information 
contained within a dataset. 
The information stored in a school plan file includes: 

 Subject, Teacher and Room data imported from SQL or inherited from 
another dataset 

 Curriculum plans for one or more years 
 Facilities entered directly or inherited from another dataset. 

 

 
Additional Resources: 

Entering and Editing Facilities in the Analysis and Other Functions in Nova 
handbook 

Autosaving School Plan Files 
It is a sensible precaution to save your data as a .SPL as your work in the 
dataset progresses. Each file can be saved with a short, meaningful name to 
indicate the stage you have reached. As an additional security measure, the 
programme creates further files automatically and stores them in the 
appropriate academic year folder with the dataset that you are working on. 
Two different versions of files are created whilst you continue to work within 
the dataset: 

 Files marked with the character of % are created every three minutes. 
 Files marked with the character of $ are created every 30 minutes. 

The versions are identified by the characters of either % or $, the name of 
the dataset that you are working with, and a sequential number in brackets 
within the range of (1) to (5). When the last numbered file in a series has 
been written, the next file that is saved automatically overwrites the number 
(1) file and so on. 

1. If you want to change the default settings, select Tools | Auto Save 
Options to display the Auto Save dialog. 

 

2. Click the relevant Up and Down arrows to modify the intervals and 
frequency of autosave files. 

3. Click the OK button to save the changes. 
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As a result of the autosave functions, you will always have .SPL files which 
contain recent stages of your work, in addition to any dataset files that you 
have manually saved yourself. The default autosave settings ensure you 
have 10 autosaved files covering the last two and a half hours of active 
work. 
If you are working with a second copy of a dataset then appropriately 
named autosave files are created. Separate sets of autosave files are 
created for each copy of the dataset you are editing. This is useful because 
no distinction is made between the two datasets when files are saved 
manually. 

 

More Information: 
Saving Datasets on page 9 

Recovering Data from Autosaved Files 
If you decide that your most recent work within a dataset is not beneficial, 
you can restore to a previously autosaved file from earlier in your session, 
up to two and a half hours ago. 
Before you restore to a previous autosave file, you must save the current 
data as a new .SPL file. This ensures that you can restore to this data if you 
subsequently change your mind about the recent work that you have done. 

1. Click the Load button to display the Load Data dialog. 

 

2. Select the Load new file radio button and click the OK button to display 
the Load Dataset dialog. 

3. Alternatively, select Data | Load Dataset to display the Load Dataset 
dialog. 

 

4. Click the Load Local Dataset radio button and then click the Next button 
to display the Select Local Data dialog. 
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5. Highlight the name of the Dataset in the Main files panel. All autosave files 
associated with the dataset are listed in the Backup files panel. 

 

6. Highlight the required Backup file and click the Finish button to load the 
data. 

Loading Previously Saved School Plan Files 
If you have made changes to a dataset since loading it and want to abandon 
the changes and revert to the data as it was, select Data | Reload from 
disk or click the Load button and click the Reload file radio button. 

 

TIP: If you have not made a great number of changes, you can also use 
the Rollback or Undo buttons. 

Saving Datasets 
1. You can save the currently active dataset as a school plan file (.SPL) by 

selecting Data | Save Dataset or Data | Save As. 
2. Alternatively, click the Save button to display the Save Data dialog.  

 

3. Click the Save File radio button and then click the OK button to replace the 
existing school plan file. 
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4. Click the Save as radio button and then click the OK button to display the 
Save Curriculum Model dialog. 

 

5. Enter a new name for the school plan file and click the Save button. 
All .SPL files are saved to the local directory, e.g. SNOVA\NT6\2010 by 
default. However, you can navigate to another storage location, if you wish. 

 

More Information: 
Loading a Local Dataset on page 5 

Closing Datasets 
Datasets do not occupy a large amount of memory, typically from 200K up 
to about 1MB. However, you may wish to keep only a few in memory at 
once, and you can demote the currently active dataset from memory by 
selecting Data | Close Dataset. 
Closing a dataset does not delete the .SPL it relates to. However, if you 
have made changes to a dataset and want to keep the changes, you must 
save the dataset before closing it. 

 

 
Additional Resources: 

Switching Between Datasets in the Analysis and Other Functions in Nova 
handbook 

 

More Information: 
Saving Datasets on page 9 
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Datasets Stored in SQL 
Curriculum and timetable data in SQL accumulates over a period of time as 
a result of data exports from Nova-T. It is possible to view and print a 
summary of this data, if you wish. 

1. Select Data | Get Data Summary to display the SQL Database Summary 
dialog. 

 

The dialog displays three panels containing a list of the date ranges for the 
Academic Years, the Submitted Datasets with details of the Module 
version in use at the time, the User, the Valid From and Valid To dates, 
and the Timetable Cycles. 

NOTE: You would only normally see one Timetable Cycle with an indefinite 
End date unless the Timetable Cycle has been changed from the original 
cycle. 

The arrows are only active if you are modifying a maintenance dataset. 
2. Click the Print button adjacent to the relevant panel to print a summary of 

the details. 
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Introduction 
This handbook introduces the fundamental processes of Nova-T, including 
the setting up of a new curriculum plan using data (subjects, teachers and 
rooms) imported from SQL. 

Getting Started with Nova-T 
Some useful information about timetabling in general is given in the 
following sections: 

 How decisions made here can increase or severely limit the flexibility of 
your timetable (please see Creating a New Timetable Cycle on page 30). 

 The relationships between bands, blocks, groups and classes (please see 
Creating the Curriculum Model on page 77). 

 What are Sub-Bands? in the Additional Information chapter of the 
Analysis and Other Functions in Nova handbook explains how to avoid 
using sub-bands, where possible. 

 Using Facilities in the Entering and Editing Facilities chapter of the 
Analysis and Other Functions in Nova handbook gives an account of the 
value of facilities in timetable construction and analysis. 

Program Organisation 
Nova-T is divided into functions that can be accessed from the Process 
menu. These are Cycle, Model, Classes, Sessions, NCC, Analysis, 
Block, Bands, Auto and Optimize. 
Corresponding buttons are available on the toolbar for each of these 
functions, and you can access any function by clicking the respective button 
instead of selecting from the Process menu. 
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The other functions available from the Menu Bar and the buttons on the 
Function Bar vary according to the process you have selected.  

 

Cycle Cycle details (please see Defining the Timetable 
Cycle on page 27) 

Model Creating plans (please see Creating the 
Curriculum Model on page 77). Please also refer to 
the Using the Curriculum Plan Wizard chapter of the 
Analysis and Other Functions in Nova handbook. 

Classes Assigning resources to classes (please see 
Assigning Resources to Classes on page 117) and 
assigning teachers to classes (please see Assigning 
Teachers to Classes on page 119). 

Sessions 

NCC Non-class codes (please see Creating Non-Class 
Codes on page 138) 

Analysis Costs and comparisons. Please refer to the 
Investigation Using Costing and Analysis chapter of 
the Analysis and Other Functions in Nova handbook. 

Block Arranging and scheduling block units. Please refer to 
the Manual Scheduling of a Single Block chapter of 
the Maintaining Nova handbook. 

Bands Scheduling blocks. Please refer to the Manual 
Scheduling of All Blocks chapter of the Maintaining 
Nova handbook. 

Auto Automatic scheduling. Please refer to the Using the 
Autoscheduling Facility chapter of the Maintaining 
Nova handbook. 

Optimize Scheduling/improving the schedule. Please refer to 
the Using the Optimise Facility chapter of the 
Analysis and Other Functions in Nova handbook. 

Starting a New Curriculum Plan using Data from SQL 
1. From SIMS, select Focus | Nova-T6 to display the Nova-T Initial Data 

dialog. 
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2. Click the Start without loading data radio button and click the OK button. 
3. Select Tools | Set SQL Link Path to display the Set SQL Link Path dialog. 

 

4. Click the Browse button to display the Select Directory dialog and 
navigate to the location of the SQL Link Path (Command Pulsar 
Location). 

 Browse button 

h 

The path is typically set to C:\Program Files\SIMS\SIMS .net. 

5. Click the OK button to return to the Set SQL Link Path dialog. 
6. Click the OK button. 

Running the Refresh Base Data from SQL Wizard 
1. Select Data | Refresh Base Data from SQL to display the Load Data 

from SQL dialog. 
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2. Select the applicable Reference Date by clicking the Calendar button or 
entering the date in dd/mm/yyyy format. Alternatively, click the Today 
check box. 

3. Click the OK button to proceed. 
You may be prompted to enter your User Name and Password in the SQL 
Database Logon dialog.  

 

You must be a member of the Timetabler user group in System Manager to 
run this routine. 

 

4. After a few seconds, the Introduction page of the SQL refresh base data 
wizard is displayed. The wizard enables you to import the subjects, teachers 
and rooms that you want to use. 

 



02| Preparing to use Nova-T 

 

Getting Started with Nova 17 

 

5. Click the Next button to display the Subjects page. 

 

The Recognised subjects are displayed at the top of the Subjects page. 
These are the subjects that are already present in Nova-T and match 
subjects defined in SIMS. These are displayed for information only. 
The Subjects with known codes panel displays subjects that have the 
same code in Nova-T and SIMS but have a mismatch in the description of 
the subjects. 

6. Highlight each of the Subjects with known codes and click the Edit Code 
button to display the Edit Subject dialog, which can be used to edit the 
subject codes so that they correspond. 

 

7. Enter a corresponding Code and click the OK button. 

IMPORTANT NOTE: Any new subjects created in Nova-T must be given a 
unique code and care should be taken to ensure that the code assigned is 
not already allocated elsewhere in SIMS. 

The New subjects panel displays subjects that have a code in SIMS but the 
code is not recognised in Nova-T. These codes are imported into the Nova-T 
subject list if their Import status is set to Yes. 

8. Click in the Import column adjacent to each New subject to change their 
individual import status. Alternatively, click the Inc/Exc button to include or 
exclude all subjects during the import. 
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9. Click the Next button to display the Teachers page. 

 

The Recognised Teachers are displayed at the top of the page. These are 
the teachers who are already present in Nova-T and match teachers defined 
in SIMS. These are displayed for information only. 
The Teachers with known codes panel displays teachers who have the 
same staff code in Nova-T and SIMS but there is a mismatch in the 
description of their names. 

10. Highlight each of the Teachers with known codes and click the Edit Code 
button to change the teacher’s code so that they correspond. The Edit 
Teacher dialog is displayed. 

 

11. Enter a corresponding staff Code for the teacher and click the OK button. 
The New Teachers panel displays teachers who have a staff code in SIMS 
that does not exist in Nova-T. Their staff codes are imported into the  
Nova-T staff list if their Import status is set to Yes. 

12. Click in the Import column adjacent to each of the New Teachers to 
change their individual import status. Alternatively, click the Inc/Exc button 
to include or exclude them all from the import. 
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13. Click the Next button to display the Rooms page. 

 

The Recognised rooms are displayed at the top of the page. These are the 
rooms that are already present in Nova-T and match rooms defined in SIMS. 
These are displayed for information only. 
The Rooms with known codes panel displays rooms that have the same 
room code in Nova-T and SIMS but there is a mismatch in the description of 
the room. 

14. Highlight each of the Rooms with known codes and click the Edit Code 
button to change the room code so that they correspond. The Edit Room 
dialog is displayed. 

15. Enter a corresponding Code for the room and click the OK button. 
After editing an existing room code, Nova-T recognises that this is a new 
name for an old room and the room code is not imported as a brand new 
room. 
The New rooms panel displays rooms that have a room code in SIMS that 
does not exist in Nova-T. The room codes are imported into the Nova-T 
rooms list if the Import status is set to Yes. 

16. Click in the Import column adjacent to each of the New rooms to change 
their individual import status. Alternatively, click the Inc/Exc button to 
include or exclude them all from the import. 

17. Click the Next button to display the Levels available in SIMS page. 
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Importing Levels into Nova-T 
The Levels available in SIMS page of the SQL Refresh Base Data wizard 
provides the ability to select additional Levels in order to import them into 
Nova-T for assigning to curriculum classes. 

 

Levels that are already recognised in the current .SPL file and have already 
been assigned to curriculum classes or to blocks and years, are highlighted 
with a yellow background and marked as In Use. Levels that are currently 
available in Nova-T but have not been assigned to curriculum classes or to 
blocks and years, are marked as Not In Use. 

1. Highlight the Description of the required Level(s) from the list. These are 
highlighted with a green background and marked as IMPORT to indicate 
that they will subsequently be imported into Nova-T. 

2. Alternatively, select the Select Level Groups drop-down list and choose 
the required group of Levels before clicking the Tick button. 

3. Click the Finish button to display the Confirm dialog. 
4. Click the Yes button to refresh the data. 
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5. Select Cycle | New Timetable Cycle to display the New timetable cycle 
dialog. 

 

6. Click the appropriate radio button in the Day Names panel to determine 
how the days of the week will be named in the new timetable cycle. 

7. Specify the required Number of days per week by using the up and down 
arrows to change the default number of 5. 

8. Specify the required Number of Periods per day by using the up and 
down arrows to change the default number of 8. 

9. Click the OK button to save the details. 
 

More Information: 
Assigning Levels to Classes on page 111 

Using the Transfer Curriculum Routine 
When you are beginning to plan a timetable for the next academic year, the 
first steps include creating the curriculum plan for each year group. The 
Transfer Curriculum routine does not copy data from one dataset to 
another instead, a new dataset is created for next year when you use the 
routine. 
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Select Data | Transfer Curriculum to load the data for the current year. 
The Transfer Curriculum dialog is displayed. 

 

All blocks in all years are listed, but a Select Year filter is provided if you 
want to see only one year at a time. But if you use this filter, do not click 
the OK button until you have entered transfer details for all the year groups 
with data to be transferred. 
Columns are displayed for all the NCYears in use, but two are singled out as 
most appropriate – the same year (white cell background) and the 
promotion year (yellow cell background.) It is less likely that you will want 
to reproduce the blocks of the current Year 8 in next year’s Year 11, but if 
necessary, you can do this by clicking in a grey cell. 

Possible Transfer Requests 
It is possible to arrange for a block and its classes to be copied to the same 
or another year group (or both), either with or without the current teacher 
and room assignments. 
Student numbers entered for years, bands and classes are not copied, 
instead, these are reset to default values. Facility assignments are always 
copied, however, and if not wanted, can be removed. 
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Click in a chosen cell one or more times. Repeated clicks cycle through three 
states, indicated in the following table. Right-clicking always returns to an 
empty cell (no copy) whatever the previous state. 

 

Action Result Appearance 

First click Classes are copied without teachers and rooms 
 

Second click Classes are copied with teachers and rooms 
 

Third click The block and classes are not copied 
 

Right-click The block and classes are not copied 
 

You can arrange several actions at once by using the Shift button. Click in a 
cell to place a tick there, hold down Shift, and click in another cell in the 
same column. Ticks are displayed in that cell and all the cells in between. 
Still holding down the Shift key, click again, and the teacher/room symbols 
are displayed in all the selected cells. 

 

The previous graphic shows a typical use of Transfer Curriculum. Classes in 
the current year 7 are to continue next year with their present staffing; the 
curriculum plan for the current year 7 will also be used (with different 
teachers) for next year’s year 7. Only some of the blocks in year 8 are 
continuing into year 9. 
Years that are not being carried forward need to be recreated in the Model 
window. They will initially appear out of order at the bottom of the year list, 
but can be moved to a more appropriate position in the list, if required. 

 

More Information: 
Using the Years Panel on page 80 
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Year Model File 
A Year Model, .MOD file contains data for one year only. The data consists of 
the structure of bands, blocks groups and classes and the attributes 
assigned to the classes - in other words, the curriculum plan - but not 
timetable data. 
Year Model files are created by saving the curriculum plan data for a year 
from the Model window using the Store button on the Function bar (or by 
selecting Model | Store). A dialog displays the names of any existing .MOD 
files, and lets you enter a name for the file you are creating. 
.MOD files do not know what year they belong to, so in choosing a name, you 
might find it helpful to construct a name that refers to a year and a dataset. 

 

By default, .MOD files are saved in the NT6 directory but you can navigate to 
other drives or directories if you wish. 

Loading Previously Saved Year Model Files 
.MOD files are very convenient if you want to reproduce a curriculum 
structure belonging to one year in another year. For example, the 
curriculum plan for year 8 may be very similar to the plan for year 7; 
instead of entering the plan for year 8 directly, the following process is 
considerably quicker: 

 save the year 7 plan as a .MOD file 

 switch to year 8 and load data from this .MOD file 

 make minor changes to the year 8 plan where necessary. 
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To load data from a .MOD file, make sure you have selected the year you 
want in the Model window, and select Model | Recall (or click the Recall 
button on the Function bar. Select the file you wish to load: 

 

Click the Open button to display the Recall Mode dialog. 
By default, the No attributes and Replace whole structure check boxes 
are selected. This means that the structure of bands, blocks, groups and 
classes will be loaded (but not the details of teachers, rooms or facilities) 
and that any existing data will be replaced. 
If you are loading a Year Model file prepared from Year 7 data into Year 8, 
this is probably the most appropriate choice. If you have assigned facilities 
to the Year 7 classes, you might wish to copy these assignments into the 
Year 8 plan. It is very unlikely that you would want the same teachers for 
the classes in Year 8 and in Year 7. 
However, All attributes might be appropriate if you are reloading data into 
year 7. 
Select whether you want to transfer the One-Per-Day settings of a block to 
the new year or not. If you select to carry forward the ‘one per day’ rules 
from the previous year, you may have to do a lot of manual work to reset 
the rule in the new year, so this decision needs to be thought through 
carefully before selecting the option to transfer the ‘one per day’ rules from 
the previous year.  

 

Select whether you want to transfer the existing block and class levels into 
the new year or not. Read the warning message carefully to ensure that the 
levels are correct before you select to transfer the data to SQL. 
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Click the OK button to continue. 
 

More Information: 
Defining the Timetable Cycle on page 27 
Creating the Curriculum Model on page 77 
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Introduction 
Schools differ greatly in the timetable cycles that they adopt. It is common 
to find one-week or two-week cycles with days that have four 75-minute or 
80-minute periods at one extreme and periods of various lengths composed 
of twenty 15-minute time slots at the other, and a whole range of 
possibilities in between. This variety can be further complicated by 
staggered lunches, twilight classes continuing beyond the end of the normal 
school day, or days with a different number of periods from other days. 
There are a number of decisions to be made about the nature of your 
timetable cycle before you begin to construct your timetable. 

Should We Have an Odd or an Even Number of Periods per Day? 
If some classes have been assigned double-period sessions, there is a 
greater possibility of rearranging the timetable if you have an even number 
of periods per day. 
For example, in a seven-period day with a lunch break after period 4, 
rearranging classes in the afternoon is made more problematic where: 

 one third of all afternoon periods must be singles or part of a triple, in 
every year/band. 

 only half of the possible moves of a double-period session into the 
afternoon can be accomplished by simply displacing a double of some 
other block, the other half involve displacing both a double and single. 

Where Should the Breaks Fall? 
In a timetable in which classes have either single or double-period sessions, 
a six-period day is just as inflexible as a seven-period day, if the lunch 
break occurs after period 3. It is advisable to schedule four morning periods 
and two afternoon periods, with a mid-morning break after period 2 and the 
lunch break after period 4. 
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However, if you need to schedule triple-period sessions for some blocks, 
then a 2:2:2 pattern for the day is not workable and a 4:2 pattern is also 
awkward because: 

 triple-period sessions can only be scheduled in the morning. 
 a triple-period session could be scheduled at periods 1+2+3 or at 

2+3+4. In either case, there would have to be a block serving the same 
year/band with a single at the remaining period. 

 moving a triple-period session for one block might displace both a 
triple-period session and a single period session for two other blocks. 

In these circumstances, a 3:3 split of the day is easiest to manage and it is 
best if the breaks divide the day into equal-sized blocks of time, which are 
appropriate to the session lengths to be scheduled. It is worth examining 
some examples of these principles in use: 

The Four Period Day 
The most flexible timetable cycle is one in which all sessions are of the same 
length, i.e. single period sessions. An added advantage of having fewer but 
longer periods is that time spent moving from one place to another between 
lessons is minimised. 
However, longer, single period sessions may not be considered suitable for 
the teaching of some subjects and these subjects might be taught more 
effectively in shorter sessions of increased frequency. 

Using Only Single and Double Period Sessions 
It is preferable if you have only double-period sessions to place a break 
after every even-numbered period. You cannot do this if you intend to 
schedule triple or quadruple-period sessions because there would be no 
vacant slots for the breaks to fit into. 
It is best to have either six or eight periods in the day. A six-period day 
should have a lunch break after period 4, for an eight-period day, lunch can 
be placed after period 4 or period 6. 
In a 4-period morning, the effect of defining a break after period 2 prevents 
the programme from placing a double-period session at periods 2 and 3, 
which is very likely to be what you require. There are two consequences of 
not defining such a break: 

 because doubles can be placed at periods 1+2 , 2+3 , 3+4, there are 
more scheduling possibilities and greater flexibility than if a break 
prevents doubles being scheduled at periods 2+3. 

 because there are more possibilities for the scheduling routine to 
examine, it is likely to take much longer to find solutions to problems. 

Using Single, Double and Triple Period Sessions 
A timetable in which all these session lengths are used is less flexible than a 
timetable with only single and double-period sessions. We have considered 
that in a six-period day that is divided as 4:2, triple-period sessions can only 
be scheduled in the morning, and must be matched with a single-period 
session for some other block serving the same year/bands. 
An eight-period day divided as 4:4 is better, but there must be at least as 
many single-period sessions defined for every year/band as there are  
triple-period sessions. 
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A six-period day divided as 3:3 gives increased scope for scheduling 
triple-period sessions, but now the double-period sessions must be matched 
with single period sessions for another block for every year/band. If 
insufficient single-period sessions have been defined, the timetable will be 
impossible to construct. The same is true of a nine-period day divided as 
3:3:3. 

Timetables with Very Short Periods 
Some schools divide the school day into a large number of short periods. 
Single period sessions are not generally used for teaching purposes, though 
they may be used for breaks between lessons and for registration. Classes 
can be scheduled for sessions of two, three, four, five or even more periods. 
Timetables of this nature are very difficult to construct without breaking 
rules (e.g. modifying session lengths from what was originally planned in 
order to fill gaps on the timetable), or scheduling registration or breaks for 
some students and teachers at odd times. 
It is suggested that this type of timetable cycle is not adopted. If you must 
adopt such a plan, then careful regard must be paid to the principle of equal 
time slots between breaks. For example: 

 If you divide a 15-period day as 5:5:5, you must ensure that any 
triple-period sessions are matched with an equal number of 
double-period sessions in each year/band. If you allow single-period 
sessions, quadruple-period sessions also become possible and these 
must be matched with an equal number of single-period sessions. 

 If you divide a 16-period day as 4:4:4:4, you cannot accommodate 
sessions longer than quadruple-period sessions. If you abandon the 
attempt to have equal time slots, e.g. 5:5:6, the timetable becomes 
very rigid although some leeway may be possible between morning and 
afternoon. This will, essentially, result in operating as though there were 
two timetables in place, a morning timetable of 5:5 and an afternoon 
timetable of 6. 

Similar situations will apply to 18-period, 20-period or 24-period days. 

Cycles Longer Than a Week 
Creating a timetable cycle of six or seven days, or a fortnightly cycle of ten 
or twelve days, does not create inflexibility in the timetable. A common 
reason for adopting one of these options is to facilitate finer divisions 
between various subjects within the curriculum time available. 
A disproportionate number of holidays may fall on a Monday, so that classes 
regularly scheduled on a Monday may be disadvantaged. A timetable cycle 
in which the days do not always correspond to the days of the week avoids 
this problem. A variant of this arrangement retains one fixed day each 
week, so that joint activities can be arranged with other schools and 
organisations that operate on a weekly cycle. 
The most common long cycle is the 10-day timetable, by allotting to some 
blocks an odd number of periods in a fortnight, it is possible to give them a 
time allocation equivalent to a number of half-periods per week, without 
incurring the problems of a large number of short periods per day. 
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The best method of constructing a timetable like this is by defining a 5-day 
cycle with twice as many periods as you require and to use the Interleave 
process to convert this to a two-week timetable. 

 

 
Additional Resources: 

Using Interleave to Schedule a Fortnight Cycle in the Additional 
Information chapter of the Analysis and Other Functions in Nova 
handbook 

Creating a New Timetable Cycle 
If you imported an .SPL file when starting Nova-T, a timetable cycle will 
already exist. It is possible to modify the timetable cycle, if necessary. 

1. From the Cycle page, select Cycle | New Timetable Cycle to display the 
New timetable cycle dialog. 

 

Most timetable cycles have Day Names that correspond with the days of 
the week. However, it is possible to name the days in the timetable cycle as 
D1, D2, etc. This enables a seven day timetable cycle to be created. 
If you choose the Mon, Tue, Wed etc. radio button in the Day Names 
panel, the Number of days per week should be set to 5, 6 or 7 
(depending on whether classes are held over the weekend). 
If you choose Day Names D1, D2, D3 etc., any Number of days per 
week can be defined. 

2. Click the appropriate radio button in the Day Names panel to determine 
how the days of the week will be named in the new timetable cycle. 

3. Specify the required Number of days per week by using the up and down 
arrows to change the default number of 5. 

4. Specify the required Number of Periods per day by using the up and 
down arrows to change the default number of 8. 

5. Click the OK button to save the details. 
Some schools use a cycle where one day is fixed every week, for example, a 
cycle with days D1 to D7, and a fixed Wednesday. 
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If you want to arrange this type of cycle, select the D1, D2, D3 Day 
Names radio button and specify a Number of days per week to include 
the fixed day, i.e. choose eight days and then change the name of the last 
day to Wednesday. The matching of these days to the calendar is done later 
in SIMS, not in Nova-T. 

 

More Information: 
Cycles Longer Than a Week on page 29 

Creating a Two-Week Timetable Cycle 
There are three possible methods that can be used to create a two-week 
(fortnightly) timetable cycle. The first method does not ensure any 
correspondence between the pattern of week one and week two, but the 
other two methods can be used to achieve an even distribution of lessons 
across the two weeks, where possible. 
The three methods detailed are for the production of a 10-day cycle with six 
periods per day. 

Method One 
1. From the Cycle page, select Cycle | New Timetable Cycle to display the 

New timetable cycle dialog. 

 

2. Create a five day (Mon–Fri) cycle with six periods per day. 
3. Click the OK button. 
4. Select Cycle | Create Week Two. The dataset is saved before the Day 

names prefix dialog is displayed. 
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WARNING: This process is irreversible. You are strongly advised to save 
the file under a new name before continuing, so that a .SPL file is available 
of prior to this action. 

 

The 1 and 2 (eg 1Mo, 1Tu…2Mo, 2Tu) radio button is selected by default. 
This produces a cycle of ten days named as follows: 
1Mo 1Tu 1We 1Th 1Fr 2Mo 2Tu 2We 2Th 2Fr 
Selecting the A and B (eg AMo, ATu…BMo, BTu) produces a cycle of ten 
days where the days are identified by a letter and not by a number: 
AMo ATu AWe ATh AFr BMo BTu BWe BTh BFr 

5. Select the appropriate radio button to name the days as required. 
6. Click the OK button. 

NOTE: If you enter any of the curriculum plan before the cycle is doubled, 
a block with four or five periods in the fortnightly cycle should be given two 
in each week. A block that needs six or seven periods over a fortnight 
should be given three in each week. 

Complete the curriculum plan and then construct the timetable (using 
manual or automatic scheduling, or a combination of the two). 

 

 
Additional Resources: 

Please refer to the Manual Scheduling of a Single Block chapter, the 
Manual Scheduling of All Blocks chapter and the Using the Autoscheduling 
Facility chapter of the Maintaining Nova handbook 

Method Two 
1. Create a five day (Mon–Fri) cycle with six periods per day. Enter the 

majority of the curriculum plan, by following the process described in 
Method One. Enter period values for a 30-period cycle and construct a 
timetable for a single week. 

2. Select Cycle | Create Week Two. 
3. Follow the instructions in Method One from Step 4 onwards. 

The two-week cycle that is created contains sufficient space for the blocks 
that have an odd number of periods per fortnight. 

4. Add single-period sessions for these blocks to the curriculum plan. At this 
stage, the incomplete timetable is identical across the two weeks although 
you can re-arrange the timetable in order to schedule the remaining 
single-period sessions. 
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Method Three 
This method of building a two-week timetable is particularly suited to 
automatic scheduling, requiring only minor manual adjustments to be made 
before the Interleave stage. It produces a distribution of sessions for each 
class that is as even as possible across the two weeks, so that the two 
weeks are very similar. 

1. Create a five day (Mon–Fri) cycle with twelve periods per day. This cycle has 
60 periods, the same number as the 10-day, 6-period timetable you want to 
construct. 

2. Enter a complete curriculum plan with doubled session lengths as far as 
possible, e.g. specify two doubles if you want four singles in a fortnight, or 
two doubles and a single if you want five sessions. 

3. Construct the timetable, manually or automatically, and when it is complete, 
select Cycle | Interleave. 

4. The dataset is saved before the Confirm dialog is displayed. Click the Yes 
button to continue. 
The Interleave process re-organises the timetable cycle, converting each 
double-period session into two single-period sessions at corresponding 
periods across the two weeks. 

 

 
Additional Resources: 

Using Interleave to Schedule a Fortnight Cycle in the Additional 
Information chapter of the Analysis and Other Functions in Nova 
handbook 

Changing the Orientation of the Timetable Display 
When you open the Nova-T programme, the Cycle window is displayed 
automatically. 
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In the centre of the window, the timetable is marked by a blue border. The 
days of the week are displayed as columns and the periods within each day 
are displayed as rows. It is possible to change the orientation of the cycle 
display so that days are displayed as rows and periods are displayed as 
columns. 

 

1. Click the Yin/Yang button in the top left-hand side of the timetable area to 
reverse the orientation of the columns and rows. 

2. Click the Save button. 
The orientation specified in the Cycle page is used in other areas of Nova-T 
when viewing the timetable display. 

 Yin/Yang button 

Specifying the Standard Period Length 
All periods used for teaching classes are presumed to be of the same length, 
to assist with statistical calculations in Nova-T. The exact length of each 
period is defined by the start and end time that you specify and these time 
definitions are subsequently transferred to SQL (please see Defining Period 
Start and End Times on page 50). 
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Initially, the period length is always displayed, by default, as 60 minutes 
regardless of how many periods there are per day. You can modify the 
length of periods by entering the appropriate Period length (mins) in the 
left-hand side of the Cycle window. 

 

It is important to enter the true period length, so that analysis routines work 
correctly. 
Click the Save button. 

 

 
Additional Resources: 

Investigation using Costing and Analysis chapter of the Analysis and Other 
Functions in Nova handbook 

Setting the Cycle Equivalence 
The Cycle equivalence is useful for comparing one dataset with another, 
when the number of days per cycle differs. 

 

For example, to compare a five-day cycle with a seven-day cycle, you can 
use the Cycle equivalence values of five and seven for the datasets, so that 
the statistics are calculated per day in each case. 
The Analysis routines report on data for a single cycle of the timetable. The 
most common use for Cycle equivalence is to report the number of 
classes, class periods, score periods, etc. per week. This is useful when the 
timetable has a two-week cycle, and can be achieved by setting the Cycle 
equivalence value to two. 

Creating and Editing Soft, Medium and Hard Breaks 
There are three types of breaks available in Nova-T, apart from end-of-day, 
and these can be used to control how multiple-period sessions are 
scheduled. 
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In the Cycle window, right-click a blue cell (either a row or a column 
heading) for a period after which you want to place a break. 

 

Select Soft Break, Medium Break or Hard Break from the pop-up menu 
to create a new break or to change an existing one. The break is placed 
after the chosen period. Click Remove Break to delete a break that is no 
longer required. 
Soft, medium and hard breaks are displayed in the timetable as lines of 
increasing thickness. In the previous graphic, there is a soft break after 
period two, a medium break after period four and a hard break after period 
six. 

Defining Period Types 
It is sometimes necessary to define periods that are not considered to be 
normal periods. These periods might be for the purposes of registration, 
morning or afternoon breaks, or classes taking place after the end of the 
normal school day. Lunch periods can also be defined to enable some 
classes to be scheduled, whilst others are not scheduled, i.e. staggered 
lunch arrangements. 

 

 
Additional Resources: 

Pros and Cons of a Staggered Lunch Arrangement in the Maintaining 
Teachers Information chapter of the Analysis and Other Functions in Nova 
handbook 
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Using Period Types in Place of Year and School Blanking Codes 
Periods that are not used by specific, or any year groups are sometimes 
defined. For example, a late session period may be created solely for Sixth 
Form classes, or a timetable cycle that includes Saturdays may have periods 
in the afternoon that are not used. 

 Where certain periods are used only for classes belonging to one or two 
years, period types are very useful. These periods can be assigned a 
period type and flagged as Set Exclusive mode. Only blocks with the 
appropriate period type can be scheduled during these periods. For the 
late session, only Sixth Form blocks can be assigned the appropriate 
period type. 

 Any unused Saturday afternoon periods can be assigned a period type 
and flagged as Set Exclusive mode, and no blocks can be assigned the 
appropriate period type. 

In both of these examples, care should be taken if you have created 
non-class code blocks that are set to disregard period types. These need to 
be barred explicitly if they are not to be scheduled during the periods 
concerned. 

 

More Information: 
Setting a Period As Exclusive on page 39 
Implementing Non-Class Codes on page 137 

Specifying a Period Type 
1. In the Cycle window, right-click a blue cell (either a row or column 

heading). 
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2. From the pop-up menu, select Period Type to display the Modify Period 
Type dialog. 

 

The Add radio button is selected by default. There are twelve period types 
available for selection: 
R: Registration 
B: Break 
L: Lunch 
1: User1, 2: User2, 3: User3, etc. The nine numbered period types can be 
used to represent any period types that you want to incorporate into your 
timetable. For example, you may want to define a period type specifically for 
Morning Assembly or an Afternoon Break, etc. 

NOTE: It is advisable to keep a record of the numbered period types that 
you use so that you can clearly differentiate the use of these period types 
within the timetable at a later date. 

3. Select the radio button adjacent to the required period type and click the OK 
button. 

4. Repeat the process for all applicable periods. 

Removing an Existing Period Type 
To remove a period type that has already been assigned on the timetable 
cycle, select the Remove button on the Modify Period Type dialog. 
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Select the radio button adjacent to the required period type and click the 
OK button. 

Setting a Period As Exclusive 
To prevent classes from being scheduled during registration periods, the 
periods must be flagged as Set Exclusive. This ensures that only blocks of 
classes of the period type Registration can be scheduled during a R:Reg 
period, for example. 

1. In the Cycle window, right-click a blue cell (either a row or column 
heading). 

 

2. From the pop-up menu, select Period Type Mode to display the Set 
Period Type Mode dialog. 

 

3. Select the Set Exclusive radio button and click the OK button. 
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The coloured marker denoting the registration period, changes from green 
to red indicating that exclusivity has been set for this period type. 

 

If the periods are left flagged as Set Not Exclusive, any unmarked blocks of 
classes could potentially be scheduled during these periods. Blocks of 
classes that have been assigned alternative period types cannot be 
scheduled during Registration periods. 

NOTE: It is possible to flag a period as Set Exclusive only if a period type 
has been assigned to it. If classes have already been scheduled during a 
period and the period is subsequently flagged as Set Exclusive, the classes 
are automatically removed from the timetable. 

Setting a Period as Not Exclusive 
To remove the assignation of Set Exclusive from a period on the timetable 
cycle, select the Set Not Exclusive radio button on the Set Period Type 
Mode dialog. 
Click the OK button to apply the changes to the period. 
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Changing an Existing Period Type 
It is possible to change the designation of a period type, if required. 

1. Right-click in a period that has already been assigned a period type and 
select Period Type from the pop-up menu. 

 

The Set Period Type dialog is displayed instead of the Modify Period 
Type dialog. 

 

2. Deselect the check box adjacent to the existing period type and select the 
check box adjacent to the required period type. For example, you can 
change an existing period type of Reg to Break, if required. 

3. Click the OK button. 
 

 
Additional Resources: 

Pros and Cons of a Staggered Lunch Arrangement in the Maintaining 
Teachers' Information chapter of the Analysis and Other Functions in Nova 
handbook 
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Alternative Options for Period Type Definition 
The most common application of period types is for a single period type to 
be assigned to a particular period across all the days of the timetable cycle, 
e.g., a Registration period occurring at the same time every day of the 
week. However, there are other options that can be applied, where 
appropriate: 

 right-click the blue row or column heading for a day to set the period 
type for all periods on a chosen day or all days for a chosen period. 

 right-click a white cell for a single period to set the period type for that 
period only. 

 a period can have no period type, a single period type or two or more 
period types. 

NOTE: It is the period of the timetable that is flagged as Set Exclusive, not 
the period type. 

Understanding Period Types 
It is not possible to set period types for individual groups or classes in a 
block. Any period types that have been assigned to the block apply to all the 
groups and classes in the block. 
A special type of non-class code block can be created for each teacher, with 
the period type of Lunch. This can be used where a system of staggered 
lunches is in place and ensures that each teacher is scheduled for a lunch 
break. 

 

 
Additional Resources: 

Adding a Lunch Break for all Staff in the Maintaining Teachers' 
Information chapter of the Analysis and Other Functions in Nova 
handbook 

There are various rules in place for setting period types: 
 blocks of classes that have no set period type, i.e. ordinary blocks, can 

be scheduled at any period in the timetable cycle that is flagged as Set 
Not Exclusive. This applies to periods with or without a period type. 

 it is not possible to schedule blocks of classes that have no set period 
type to any period that is flagged as Set Exclusive. 

 blocks of classes that have one or more period types can be scheduled 
only in periods which have at least one period type in common with the 
block. 

Graphical examples of the application of these rules are shown in the 
following table. 

 
Blocks with no period type and blocks marked L (Lunch) can be scheduled 
here. Teacher lunches can also be scheduled here. 

 
Only blocks marked L (Lunch) can be scheduled here. Teacher lunches can 
also be scheduled here. 

 
Only blocks marked R (Reg) can be scheduled here. 
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Only blocks with no period type can be scheduled here. 

 
Blocks with no period type and blocks marked 1 (User 1) or 2 (User 2) can 
be scheduled here. 

 
Only blocks marked 1 (User 1) or 2 (User 2) can be scheduled here. 

Period types can also be assigned to a block of classes from the Model 
window. 

 

More Information: 
Setting Period Types for a Block on page 101 

Breaks and Period Types 
If you assign period types to periods, it is important to consider how period 
types interact with breaks. 

 

In the previous graphic, a break has not been placed after the Reg period. 
As the Reg period is flagged as Set Exclusive, a block of classes could not 
be scheduled for a double or triple-period session here. 
If a block with the period type of L:Lunch is defined for a year or a band 
requiring five single-period sessions in a five-day cycle, the one session per 
day rule ensures that it is placed at either period 4A or 4B on any day. It 
can never be scheduled at both of these periods on the same day. 
The break after period 4A is also unnecessary, at least for years or bands 
with lunch blocks defined in this way. Any normal double-period session of a 
block serving such a year or a band must be placed at periods 3 and 4A, at 
periods 4B and 5 or at periods 5 and 6. 

 

 
Additional Resources: 

Specifying Rules for Blocks Across Breaks in the Using the Autoscheduling 
Facility chapter of the Maintaining Nova handbook 
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The Use of Teaching and Non-Teaching Periods 
In the SQL database, periods can be defined as non-teaching, subject to the 
limitation that the period must have the status of an excluded period on 
every day in the cycle or in none. For example, it is not possible for Monday 
period 1 to be excluded and Tuesday period 1 to be a normal period. 
In SQL, there are two differences in the use of teaching and non-teaching 
periods: 

 classes can only exist on the timetable at teaching periods, although 
non-class codes (including blanking codes) can exist at teaching and at 
non-teaching periods. 

 non-teaching periods are not used in Lesson Monitor. 
The SQL rule that classes cannot be scheduled at non-teaching periods is 
enforced only when using the Export the Curriculum and Timetable from 
Nova-T to SQL routine via the Data menu. 
It is possible to schedule classes at non-teaching periods in Nova-T although 
this prevents the export of curriculum and timetable data to SQL. To enable 
the export, it is necessary to change the status of any non-teaching periods 
at which classes have been scheduled, and make them teaching periods 
instead. 
In Nova-T, periods can have a status of teaching or non-teaching, with the 
same limitation as in SQL. This status is distinct and unrelated to their 
period type and period type mode. 
No use is made of the teaching or non-teaching status in Nova-T other than 
to set up the correct timetable cycle in SQL and to match the timetable 
cycles in SQL. 

 

 
Additional Resources: 

Exporting the Curriculum and Timetable to SQL in the Nova-T Links 
chapter of the Maintaining Nova 

Matching Timetable Cycles 
When data is exchanged between Nova-T and SQL, the timetable cycles 
must match exactly, both in respect of the number of non-teaching or 
excluded periods on each day, and in relation to their position in the period 
list for each day. 

The Benefits of Non-Teaching Periods 
As non-teaching periods are not used by Lesson Monitor, they can be added 
to the timetable cycle without damaging the lesson Attendance data. 
However, changing the status of a period from teaching to non-teaching or 
vice versa, or adding an extra period each day, has an impact on the 
Attendance data. 
If you are certain that a period is only going to hold information about the 
activities of teachers and/or rooms and not of students, you can define a 
non-teaching period and schedule a non-class code, if required. Typically, a 
short period intended for registration could also be defined as a 
non-teaching period. 
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If you need to schedule a class at some period during the course of an 
academic year, you should not define the period as a non-teaching period, 
even though you had not initially scheduled any classes then. 
For example, you may have a situation where the lunch period has never 
been used to schedule classes but, part of the way through the year there 
were concerns about the progress of some examination classes. The 
decision was therefore taken to provide additional lessons during the lunch 
break. This action does not cause a problem if lunch is defined as a normal 
period but if it is currently defined as a non-teaching period, it will need to 
be changed. This will impact not only Lesson Monitor, but it could also affect 
Statutory Returns. 

 

More Information: 
Implementing Non-Class Codes on page 137 

Marking Periods as Non-Teaching Periods 
In the Cycle page, right-click the row heading of the period that you want 
to set as a non-teaching period, then select Non-Teaching from the pop-up 
menu. 

 

The period cell is displayed in black to indicate the non-teaching status of 
the period. Remove the non-teaching status by deselecting the tick adjacent 
to the words Non-Teaching in the pop-up menu. 

Inserting Extra Periods or Days 
It is possible to add additional periods and days to the timetable cycle. This 
might be to enable planning of the timetable cycle for the next academic 
year or because you want to schedule a twilight class for remedial study. 
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Inserting an Extra Period 
1. In the Cycle window, right-click the period heading (rows) where you want 

to insert a new period and select Insert Period from the pop-up menu. 

 

2. Select Before or After to insert the extra period in the required location in 
the timetable cycle. 
A confirmation dialog is displayed. Click the Yes button if you want the 
programme to take a backup of the data before the creation of the new 
period. 

 

3. In the Add/Edit Period name dialog, enter the new Period Name and 
click the OK button. There are no restrictions to the length of the Period 
Name that you enter but only the first three characters are displayed on the 
timetable cycle. 

 

4. Click the OK button. 
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The newly defined period is inserted into the timetable cycle in the selected 
position. 

 

If the extra period is only required on certain days, perhaps to schedule a 
twilight class after normal hours for three days a week, the extra period is 
added to each day and on the days when it is not required, you must assign 
the status of Set Exclusive to the unwanted periods. This ensures that 
classes are not inadvertently scheduled in the unwanted periods. 

 

WARNINGS: Classes that have been scheduled for multiple-period 
sessions are normally deleted from the timetable if an extra period is 
added at a position that overlaps the multiple-period session. If the new 
period is added before the start or after the end of the session, this does 
not occur. 
 
There is an exception to this behaviour if the multiple-period session 
occupies the whole of the day. In this instance, the session is not deleted, 
but the length of the session is extended to include the extra period. 
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Removing a Period 
In the Cycle window, right-click the period heading and select Remove 
Period from the pop-up menu. 

Splitting Multiple Periods when Inserting a New Period 
1. In the Cycle window, right-click in the relevant period heading and from the 

pop-up menu, select Insert Period Before or After. 
2. Enter a Period Name for the new period. 

 

3. Click the OK button to display the Split Multiple Periods dialog. 

 

A list of sessions that would be affected by the splitting of this period is 
displayed. You can decide what action to take for each individual period by 
double-clicking in the Action column and selecting Suspend 1pd, Lock or 
Unschedule. The option to suspend the one-per-day rule is the best option 
in most instances. 

4. Click the OK button when you have assigned an action for each session. 
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Inserting an Extra Day 
1. In the Cycle page, right-click the day heading (columns) where you want to 

insert the new day and select Insert Day from the pop-up menu. 

 

2. Select Before or After to insert the extra day in the required location in the 
timetable cycle. 

3. In the Add/Edit Day name dialog, enter the Day Name and click the OK 
button. There are no restrictions to the length of the Day Name that you 
enter but only the first four characters are displayed on the timetable cycle. 

 

4. Click the OK button. 
The newly defined day is inserted into the timetable cycle in the selected 
position. 

 



03| Defining the Timetable Cycle 

 

50  Getting Started with Nova 

 

Removing a Day 
In the Cycle window, right-click the day heading and select Remove Day 
from the pop-up menu. 

Renaming Periods and Days 
It may sometimes be necessary to rename a day or a period, particularly if 
a second week of the timetable has been created. 

1. To rename a day or a period, right-click the column or row heading of the 
name to be modified and select Rename Day or Rename Period from the 
pop-up menu. 

2. Enter the new name (e.g. MonA or 2B) in the respective dialog and click the 
OK button. 

 

 
Additional Resources: 

Creating Week Two in the Entering and Editing Facilities chapter of the 
Analysis and Other Functions in Nova handbook 
Running the Interleave Routine in the Additional Information chapter of 
the Analysis and Other Functions in Nova handbook 

Defining Period Start and End Times 
Period start and end times are not used in Nova-T although they can be 
defined in order to support the Export Timetable Cycle to SQL routine. 
It is not necessary to define period start and end times if the timetable cycle 
is already set up correctly in SQL for the previous academic year. However, 
if the number of days, number of periods or period times has changed since 
the previous year, or if no timetable cycle exists in SQL, you must define the 
period times and then export the cycle to SQL. 

WARNING: You should not change the timetable cycle part-way through 
the academic year. 

1. Select Data | Export Timetable Cycle to SQL. 
2. Click the Yes button on the confirmation dialog if you wish to proceed with 

the export. 
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3. In the Define period times for timetable cycle dialog, specify the 
Duration of the periods (in minutes) and enter the length of the Break 
between teaching or non-teaching periods. 

 

4. In the first Day of the timetable cycle, enter the Start and End Time for 
Period 1. 

5. Click the Propagate times button to populate the Start Time and End 
Time for the remaining periods in the first Day of the timetable cycle. The 
times are calculated from the Duration and length of Break figures. 
However, you may have a longer break in the morning than in the afternoon 
or other periods that differ from the normal period duration. Where this is 
the case, you must manually alter the Start and End Times to reflect these 
situations. 

6. Click the OK button. 
You may be required to log in to the SQL Database with your SIMS user 
name and password. Once you have done so, the Nova/SQL Link dialog 
confirms that the timetable is being sent to the SQL database. 

NOTE: The application of the timetable cycle days to the calendar, i.e. to 
actual days of each week in the year, is performed in SIMS through Tools 
| Academic Management | Apply Timetable. 
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Block Descriptions Included in Linear Group Timetables 
Select Timetable | New | Group to view block activities in the cells of the 
linear group timetable. 

 

This effectively displays the activities in which pupil/students may be 
involved, even when the selected linear group itself is not active. 
Where the linear group covers more than one band, there may be multiple 
possibilities. 
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Tips of the Day 
There are a variety of tips available from within Nova-T. These can be 
viewed in the Tip of the day section of the Cycle window. 
Click the forward and backward chevrons to scroll through the tips. 

  

You can also click the F1 button in any of the Nova-T windows to display a 
box of hints and tips. The hints and tips relate specifically to the use of the 
window that you are using when you click F1. 
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Introduction 
The data items discussed in this chapter include subjects, sites, rooms, 
teachers, facilities and other information that determines how these entities 
may be used. 
It is possible to import the names of subjects and their associated codes 
from SIMS. However, new subjects cannot be created in SIMS, they must be 
imported into the SIMS SQL database from Nova-T once they have been 
created. 
Sites are created in Nova-T but there is no direct correlation with sites that 
have been created in SIMS. The sites in Nova-T have a special purpose that 
is exclusive to the construction of the timetable. The relationship between 
sites, rooms and teachers is also defined in Nova-T. 
The staff codes, names of teachers and rooms can be defined and edited in 
Nova-T, but these should be maintained in SIMS Personnel, before being 
imported into Nova-T. Information relating to teacher allocations, 
departments and rooms can be entered and edited in Nova-T. Facilities do 
not exist in the SIMS SQL database so these are also created in Nova-T. 

 

 
Additional Resources: 

Transferring Data from Nova-T to SQL in the Nova-T Links chapter of the 
Maintaining Nova handbook 

 

More Information: 
Defining the Timetable Cycle on page 27 
Creating the Curriculum Model on page 77 
Running the Refresh Base Data from SQL Wizard on page 15 
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Maintaining Subjects 
Subjects can be created and edited in Nova-T. All changes made to subjects 
in Nova-T should be exported to SIMS to ensure consistency between the 
two modules. 
The list of subjects that are displayed in the Add/Edit Subject dialog can 
be re-ordered through Tools | Ordering, if required. 
Select an alternative filter from Subjects drop-down list in the Define item 
ordering dialog and click the OK button to save the changes. 

 

1. Select Plan | Subjects to display the Add/Edit Subject dialog. 

 

The Code and Description columns display the current list of subjects in 
Nova-T. 
The columns entitled Shortname, HOD (Head of Department), Dept 
(Department), Ext#1 (External codes), Ext#2 and Ext#3 are all editable 
by clicking in the required cell, overtyping the value then pressing the Enter 
key. Click in a cell in the Colour column to display the Choose Subject 
Colour dialog. It is possible to use subject colours as a display feature in 
timetables to facilitate the rapid identification of subjects. 
The Faculty column is read-only because Nova-T calculates a subject’s 
faculty allocation based on subject department information. 
The SQL Link column is ticked only if the subject has been exported and 
matches a subject in the SIMS SQL database. 
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2. Search for a subject by entering its Code in the Find: field to locate a 
subject in the dialog. 

 

 
Additional Resources: 

Subject, Department and Faculty in the Investigation using Costing and 
Analysis chapter of the Analysis and Other Functions in Nova handbook. 
Using the Options button in the Viewing the Timetable Displays chapter of 
the Analysis and Other Functions in Nova handbook. 

Adding a New Subject 
1. Click the Add button to display the Add Subject dialog. 

 

2. Enter a unique Code. The maximum number of characters is two and the 
first of these must be a letter. The second character can be either a letter or 
a number. The first letter is automatically entered in uppercase and the 
second letter in lowercase. 

3. Enter a description for the new subject in the Descr field. If a description is 
not entered, the Code is used as the description. 

4. Click the OK button to return to the Add/Edit Subject dialog. 
5. Click the OK button to save the new subject. 

The new subject is visible in the Add/Edit Subject dialog when you next 
access the Plan | Subjects menu route. 
The Shortname of the subject displayed in the Add/Edit Subject dialog is 
calculated by taking the first 10 characters of the description. This can be 
edited, if required. 
Double-click in the Shortname column and enter an alternative shortname, 
if required. If you delete the contents of the cell and accidentally click 
elsewhere on the dialog, the Shortname reverts to the first 10 characters 
of the Description. 

Editing Subject Details 
1. Highlight an existing subject in the Add/Edit Subject dialog and click the 

Edit button to display the Edit Subject dialog. Alternatively, double-click in 
the Code or Description column. 
All other fields in the Add/Edit Subject dialog can be edited from the 
dialog itself, except the Faculty and SQL link. 
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NOTE: It is not advisable to change the code of a subject as this will result 
in a conflict with the information held in the SIMS SQL database. 

2. Amend the description (Descr) and click the OK button to return to the 
Add/Edit Subject dialog. 

Deleting a Subject 
1. Highlight the required subject in the Add/Edit Subject dialog and click the 

Delete button. 
2. Click the Yes button on the confirmation message. 

Printing the Subject List 
Click the Print button to print a copy of the subject list. 

Copying Subjects 
1. Click the Copy button on the Add/Edit Subjects dialog to display the Copy 

to Clipboard/Disk file dialog. 

 

2. Select the Comma separated radio button or the Tab Separated radio 
button to specify the format of the copied file. 

3. Select the Clipboard radio button to copy the subject list to the clipboard 
on your local PC. 

4. Alternatively, select the Disk File radio button and click the Browser 
button adjacent to the Filename field to display the Copy to Disk File 
dialog. 

5. Navigate to the required storage location and specify a File name for the 
subjects list. 

6. Click the Save button. 
7. Click the OK button on the Copy to Clipboard/Disk file dialog to copy the 

list of subjects to your chosen location. 
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Assigning a Teacher as a Head of Department 
It is a requirement of the routines in SIMS Academic Management and SIMS 
Assessment, to know who has been assigned as the Head of Department for 
each subject area. 
This information can be entered into the HOD column of the Add/Edit 
Subject dialog. It is possible to enter three characters into the HOD column 
to identify a known member of staff. Staff codes can be accessed from SIMS 
via Focus | Person | Manage Classroom Staff. 

1. Double-click the required HOD cell and enter the staff code of the individual, 
if known. If the staff code is recognised as a valid staff code, the cell is 
populated. 

 

If the staff code is not recognised, the Select dialog is displayed. 

 

All known staff members from SIMS are displayed with their staff Code and 
a Description of their name. 

2. Use the scroll bar to locate the required staff member in the list. 
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3. Highlight the staff member and click the OK button to populate the HOD 
column in the Add/Edit Subject dialog. 

4. Click the OK button on the Add/Edit Subject dialog to save the changes. 

Associating Subjects with Departments and Faculties 
Each subject can be associated with a department or a faculty. For example, 
you may have a Modern Languages department and a Maths department 
that oversee and co-ordinate the teaching and resourcing of the subjects 
within their remit, e.g. Spanish, Italian, Further Maths and Advanced Maths, 
etc. 
After adding a new subject, e.g. Sp Spanish, the column entitled Dept 
contains the subject code Sp, indicating that Spanish ‘belongs to’ itself. 

 

However, if you have a Modern Languages department in the school, you 
should associate Spanish with this department. 

1. Click in the Dept column for Spanish. 
2. Overtype the existing Sp code with that of the Modern Languages 

department, if known. 
Alternatively, enter two random letters to display the Select subject dialog, 
to enable you to select from a list of existing codes. 

3. Search for the subject code of the Modern Languages department, highlight 
it and click the OK button to change the allocation in the Dept column for 
Spanish. 

 

 
Additional Resources: 

Subject, Department and Faculty in the Investigation using Costing and 
Analysis chapter of the Analysis and Other Functions in Nova handbook 
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Setting Subjects for Statutory Returns 
Schools may be required to provide information to outside agencies 
(government, local authority, funding body, etc.) about the courses that 
students in the school are assigned to. The courses are defined by a subject 
and a level, although the school’s list of subjects does not usually 
correspond to the subject codes used by outside agencies. 
The standard subject codes used by the agencies that are collecting the 
information should be entered as external subject codes so that they are 
visible in the Ext#1 , Ext#2 or Ext#3 columns of the Add/Edit Subject 
dialog. 

1. Select Tools | Set Subject for Statistical Returns to display the Set 
Subject for Statistical Returns dialog. 

 

2. Select the radio button to place the subject code into the relevant External 
Code column. 

3. Click the OK button. 
The course code and its associated External Code details are transferred to 
the SQL database when the timetable is next exported from Nova-T. 

Maintaining Sites 
Sites in Nova-T are used to indicate the physical location of the rooms. The 
school may have several sites, e.g. the lower school building and the Sixth 
Form block. 
Sites can also be used as a way of grouping rooms together regardless of 
their location. For example, many rooms may be too small to accommodate 
large classes, but may be suitable for smaller, Sixth Form classes. You could 
create two sites (A and B), and record the larger rooms as belonging to site 
A and the smaller rooms to site B. 
Where sites are not required for either of these purposes, it may still be 
worthwhile defining a single site to represent the whole school. This enables 
you to define priority rooms for teachers’ use, regardless of the subjects 
they may be teaching. 
Regardless of whether the sites that you define in Nova-T represent 
different locations, rules should be defined to determine which classes will 
have access to the rooms. You need to set up this association by defining 
which rooms are located on each site. 

 

More Information: 
Assigning a Room to a Site on page 66 
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Adding a New Site and Defining Usage Rules 
1. Select Plan | Sites to display the Sites dialog. 

 

NOTE: The sites are listed in alphabetical order, not by order of entry. 

2. Click the Add button to display the Add Site dialog. 

 

3. Enter a unique Code for the new site and a clear description in the Descr 
field, to enable identification of the site. 

4. Click the OK button to return to the Sites dialog. 
5. By default, all the year groups are set to OK to indicate that they may use 

the site. Click the relevant year group cell and select Prefer or Never from 
the drop-down list to change the rules, if required. 
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6. Click the OK button to save the new site information. 
It is also possible to colour code each individual site for ease of 
identification. 

7. Click into the Colour column of a site to display the Choose Block Colour 
dialog. 

 

8. Select a colour for the site and click the OK button. 
9. Select a colour for each site in turn and click the OK button on the Sites 

dialog to save the changes. 

Editing a Site 
1. Highlight an existing site in the Sites dialog and click the Edit button to 

display the Edit Site dialog. 

 

2. Amend the Code and/or description (Descr) and click the OK button to 
save the changes. 

Removing a Site 
1. Highlight an existing site in the Sites dialog and click the Remove button. 

The site is deleted from the list. 
2. Click the OK button to save the changes. 

Printing a List of Sites 
Click the Print button in the Sites dialog to print a copy of all the current 
sites in your school. 
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Maintaining Rooms 
Rooms are created and edited in SIMS, and imported into Nova-T. A room 
can be designated as a partnership room, so that it is available for use by 
other schools within your Partnership. This is only relevant for schools using 
Partnership Xchange (PX). 

 

 
Additional Resources: 

Partnership Xchange Functions chapter of the Analysis and Other 
Functions in Nova handbook 

Adding a New Room 
1. Select Plan | Rooms to display the Add/Edit Room dialog. 

 

All existing rooms are listed with their current room Code and Description. 
If any of the rooms have been designated as available for use for 
Partnership Xchange activities, a tick is visible in the Partnership column 
adjacent to the room details. 

2. Click the Add button to display the Add Room dialog. 

 

3. Enter a unique Code and Description for the new room. 
4. Select the PX check box if the room will be available for use for Partnership 

Xchange activities. 
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5. Click the OK button to save the new room. 

Editing a Room 
1. Highlight an existing room in the Add/Edit Room dialog and click the Edit 

button to display the Edit Room dialog. 

 

2. Amend the Code and/or Description. 
3. If the room is no longer available for Partnership Xchange activities, deselect 

the PX check box. 
4. Click the OK button to save the changes. 

Deleting a Room 
1. Highlight an existing room in the Add/Edit Room dialog and click the 

Delete button. 
If the room is currently in use, a warning message is displayed and you are 
prevented from deleting the room. To delete a room in use, you will need to 
click the Allocations button to remove the room from the plan and 
timetable. 

2. If the room is not in use, a confirmation message is displayed. Click the Yes 
button to continue with the deletion. 

 

Printing a List of Rooms 
Click the Print button on the Add/Edit Room dialog to print a copy of all 
the current rooms in your school. 
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Copying Rooms 
1. Click the Copy button to display the Copy to Clipboard/Disk file dialog. 

 

2. Select the Comma separated radio button or the Tab Separated radio 
button to specify the format of the copied file. 

3. Select the Clipboard radio button to copy the rooms list to the clipboard on 
your local PC. 

4. Alternatively, select the Disk File radio button and specify a File name for 
the rooms list. 

5. Click the OK button, the file is saved to the relevant folder. 

Assigning a Room to a Site 
Rooms can be assigned to a site to identify where they are located on the 
school site, or to control their availability and usage. 

1. Select Plan | Room Sites to display the Select site for rooms dialog. 
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2. Double-click the room to be assigned to a site to display the Sites dialog. 
Alternatively, highlight the required room then click the Site button. Multiple 
rooms can be assigned to the same site by highlighting them, (using the 
Shift or Ctrl keys), then clicking the Site button. 

 

3. Highlight a Site in the list and click the OK button to assign the room(s) to 
the selected site. 

4. Click the OK button. 

Allocating Subjects to a Room 
Some subjects that are taught in schools need to be scheduled to take place 
in suitable rooms. For example, Art classes require access to all the 
materials, paints and easels that are available only in the art rooms. 
However, a room may be suitable for more than one subject and can be 
used for many different classes, e.g. Science laboratories can be used for 
Biology, Chemistry and Physics. 

1. Select Plan | Subject Rooms to display the Subject rooms dialog. 

 

All existing subject Codes and Descriptions are listed in the left-hand side 
of the dialog. If any of the subjects have been allocated to rooms, these are 
displayed in the Rooms column. 
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2. Highlight a subject in the list to view all the rooms that are free in the 
Available Rooms panel. 

3. Select the required room and click the single forwards chevron button to add 
the room to the Selected Rooms panel. 
The selected room is now displayed in the Rooms column in the left-hand 
side of the dialog adjacent to the name of the subject. 
If you make a mistake, highlight the name of the room in the Selected 
Rooms panel and click the single backwards chevron button to remove its 
association with the subject. 

4. Multiple rooms can be assigned to the same subject by highlighting them in 
the Available Rooms panel (using the Shift or Ctrl keys) and clicking the 
single forwards chevron button. 
Similarly, multiple rooms can be disassociated from a subject by highlighting 
the room names in the Selected Rooms panel and clicking the single 
backwards chevron button. 
If you want to associate or disassociate all Available Rooms with the 
subject, click the double forwards chevron button or the double backwards 
chevron button. 

5. Click the OK button to assign the selected room(s) to the subjects. 

Assigning Room Priorities to Teachers 
It is possible to allocate the priority use of specific rooms to certain 
teachers. This ensures that the allocated teachers take preference over 
other teaching staff if there is a conflict in scheduling. Where a class has 
already been assigned to this room and the teacher who has been allocated 
priority wants to use it, the current class is displaced to another room, as 
long as a suitable alternative is available. An individual teacher can be given 
priority use of more than one room, if necessary, although not all teachers 
should be given priority use of a room. Teachers without a room priority can 
still be assigned to suitable rooms that have been associated with the 
subject(s) that they teach. 
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1. Select Plan | Teacher Rooms to display the Teacher Rooms dialog. 
The dialog displays the teacher’s staff Code and their names in the 
Description columns. The next few columns represent the various sites in 
your school in which the rooms are located. The remaining columns indicate 
the subjects that are taught by each of the teachers. 

 

2. Highlight the teacher’s name and click into the column of the appropriate 
site that is associated with the room to which the teacher will be given 
priority. 

3. Enter the room code manually or click the Rooms button to display the 
Select rooms for dialog. 

 

Using the Select rooms for dialog is beneficial because a column displays 
the Site location for each room, thereby making it easier to allocate the 
correct room to the selected teacher. 

4. Locate the required room, highlight it and click the OK button to return to 
the Teacher Rooms dialog. 

5. Continue assigning room priorities to specific teachers and click the OK 
button on the Teacher Rooms dialog when you have finished. 
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If you attempt to assign priority to a room that is located in a different site 
from the site that you selected in the Teacher Rooms dialog, an error 
message is displayed and you are prevented from continuing until you have 
selected a site associated room. 
It is not possible to give priority use of a room to two teachers at the same 
time. If you select a room that has already been allocated to another 
teacher, a warning message is displayed and you are given the option to 
change the current allocation. 
Priority use of a room can be removed without being assigned to another 
teacher. In the Teachers Room dialog, highlight the room code in a cell 
and delete it. 

 

 
Additional Resources: 

Automatic Assignment of Rooms to Class in the Using the Autoscheduling 
Facility chapter of the Maintaining Nova handbook 

Adding and Editing Teachers and Teaching Associates 
You may want to timetable people with various job roles, e.g. teachers, 
higher-level teaching assistants, classroom assistants, technicians, volunteer 
helpers, etc. No distinction is made in Nova-T between these people, they 
are all recorded as teachers, and they can all be assigned to classes. 
Classroom staff should be defined in SIMS via Focus | Person | Manage 
Classroom Staff and their details imported into Nova-T where they are 
recognised as teachers by their Staff Code. 
However, it is possible to add a teacher directly into Nova-T. This teacher 
can subsequently be matched to a new SIMS master record at a later date, 
as long as the Staff Codes correspond. 
You may also want to create a ‘dummy’ teacher in Nova-T so that a job 
vacancy can be scheduled. Once a new staff member has been appointed to 
the job vacancy, their SIMS record can be created. A code and name such 
as ANO, A.N. Other, etc. can be entered in Nova-T, and then edited to 
match the SIMS record after the appointment has been made. 
A teacher who has only been added into Nova-T cannot be exported to SQL. 
However, if a teacher with a corresponding Staff Code is entered into SIMS 
after they have been created in Nova-T, the teacher in Nova-T is matched 
with the record in SIMS so that the teacher’s classes and timetable can be 
exported to SQL. 
The list of teachers who are displayed in the Add/Edit Teacher dialog can 
be re-ordered through Tools | Ordering, if required. 
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Select an alternative filter from the Teachers drop-down list in the Define 
item ordering dialog and click the OK button to save the changes. 

 

Adding a New Teacher 
1. Select Plan | Teachers to display the Add/Edit Teacher dialog. 

 

All existing teachers are listed with their staff Code. 
To locate a teacher in the list, enter the first few letters of the teacher code 
or surname (depending on the selected sort order) in the Find box. 

2. Click the Add button to display the Add Teacher dialog. 
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3. Enter a unique staff Code, usually their initials, up to three characters in 
length. 

4. Enter their Title, Forename and Surname and click the OK button. If the 
staff Code you have entered has already been allocated to an existing 
teacher, you must enter a different Code before you can save the new 
teacher’s details. 
The new teacher is visible in the list of teachers in the Add/Edit Teacher 
dialog. 

Editing an Existing Teacher 
1. Click the Edit button to display the Edit Teacher dialog. 

 

2. Make any required changes to the teacher’s details and click the OK button 
to save the changes. 

IMPORTANT NOTE:  It is strongly recommended that you do not edit the 
Staff Code because this must correspond with the staff Code assigned to 
the teacher in SIMS. 

Deleting a Teacher 
It is only possible to delete a teacher if they have not been assigned to a 
class on the curriculum plan or to a class period on the timetable. 
If this is the case, a warning message is displayed and you will be unable to 
proceed. 

Replacing an Existing Teacher with a New Teacher 
There may be occasions when a teacher leaves your school and is replaced 
immediately by another teacher who covers all the classes and activities 
that were scheduled for the original teacher. To enable you to replace the 
teachers without having to revisit the timetable to make updates, the 
following procedure can be used as an interim measure. 
The teacher is removed from the list. When a new teacher is appointed to 
replace one who has left, the following procedure should be carried out: 

1. Enter the new teacher in SIMS through Focus | Person | Manage 
Classroom Staff. Leave the Teacher check box blank in the Classroom 
Information panel until the actual day that the teacher starts work in your 
school. If you are using Personnel, enter the correct date as the start of the 
contract. 
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2. In Nova-T, change the existing staff Code and the name of the outgoing 
teacher with the staff Code and name of the new teacher in the Edit 
Teacher dialog. 

 

3. Create a maintenance dataset with a date range to cover the time from 
when the new teacher starts work to the end of the working academic year 
(e.g. 21 July, not 31 August). 

Assigning Teacher Departments 
There is no distinction being made between subject and department, and a 
teacher may belong to several departments. The departments assigned to a 
teacher will normally match the subjects of the teacher’s classes, but that 
may not always be true. 
Select Plan | Teacher Departments to display the Teacher 
Departments dialog. 

 

This dialog enables you to edit the following information: 
 the contracted teaching hours for individual teachers in hh:mm format 
 intended teaching load 
 main subject department and other subjects taught 
 the number of periods proposed for each subject. 
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The figures for the number of periods that are displayed alongside each 
department represent an intention rather than what is actually scheduled. 

NOTE: The Print and Copy buttons on this dialog can be used to print the 
table and to copy the data to the Windows clipboard in order to paste it 
into another application, e.g. Microsoft Excel. 

Hours Employed 
The Empl column enables you to add and edit the number of contractual 
hours for each teacher. The details can be viewed and printed from the 
Teacher Hours report. 

Teaching Load 
The teaching load is entered in the Load column, and represents the 
number of class contact periods per cycle that the teacher should teach. It is 
used to calculate the total number of teaching periods available in each 
subject. 
If a value entered is greater than the number of periods in the cycle, it is 
displayed in red as a warning, although you will still be able to save the 
data. 

 

 
Additional Resources: 

Counting Class Periods in the Investigation using Costing and Analysis 
chapter of the Analysis and Other Functions in Nova handbook 

Selecting/Entering a Teacher’s Departments 
To enter a teacher’s departments, select a teacher’s row then click the Add 
Department button to display the Add Department dialog. 

 

You can enter the code of any subject as a department, or click the Browse 
button to display a list of subjects to choose from in the Select dialog. 
If you mistype a code and it is not recognised, a warning message is 
displayed followed by the Select dialog. 
Enter the number of periods that the teacher should teach the selected 
subject. 

NOTE: This information can be entered later, if required. 

The first department you assign to a teacher will be displayed as the 
teacher’s main department. 
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If you have already entered other departments for the teacher, you can 
make the department you are entering the main department by selecting 
the Main Department check box. 

Editing a Teacher’s Departments 
It is not possible to change a subject by directly editing the content of the 
Teacher Departments dialog. To substitute one subject by another, you 
must select it and click the Remove Department button, before adding the 
new subject department. 
If a teacher belongs to one or more departments in addition to the main 
department, it is possible to make one of the others the main department 
instead. Right-click a selected subject and select Make Department Main. 

Editing Teaching Commitments 
You can edit a teacher’s load or any of the separate planned department 
commitment, by selecting the appropriate cell and editing the figure. 
A Load figure is displayed in red if the value entered is greater than the 
number of periods in the cycle. If, as a result of changing either the Load or 
any of the intended department commitments, the total commitment is 
greater than the load, all the department commitments will be displayed in 
red. This must be correct before proceeding. 

Total Planned Commitments 
The Total column shows the sum of all the periods entered for departments, 
and a comparison with the adjacent Load column indicates whether the 
department plans use up the intended teacher load or not. 
Click the OK button. 
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Introduction 
The concept of Years and Bands are fundamental to the curriculum plan. A 
Year is like a club to which all the students of a similar age, an intake year, 
belong for twelve months, before moving on to another Year. Each year 
offers various activities and opportunities in the form of Classes. 
A Band is a population of students within each Year. Some Years may only 
have one Band, in which case every student in the Year will belong to this 
band. A Year can have more than one Band, in most secondary schools a 
Year will have two Bands, though to have more than two is quite common. 
When a student belonging to a Year is assigned to a Band, this determines 
which Classes they can join. 
An extension of this concept is the Derived Year which is treated in the same 
way as a normal year but can contain students of more than one intake 
year. 

 

 
Additional Resources: 

Derived Years in the Additional Information chapter of the Analysis and 
Other Functions in Nova handbook 

The Concept of Blocks, Groups and Classes 
A Block is a way of organising the classes to determine how they are placed 
on the timetable. Some Blocks cater solely for the students of one Band, 
other blocks cater for two or more Bands in combination. Sometimes, 
Blocks are defined which serve all the Bands in the Year. 
To every Block, one or more Groups can belong. Each Group consists of a 
number of students but a student cannot belong to more than one Group. 
A Group provides one or more activities for its members, and these are the 
Classes. Often a Group will have only one Class; if it has more than one 
Class, it is known as a Linear Group, and the Block to which it belongs is 
known as a Linear Block. 
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Additional Resources: 

Defining Linear Blocks in the Using the Curriculum Plan Wizard chapter of 
the Analysis and Other Functions in Nova handbook 

In Nova-T, blocks can have an asterisk as a block identifier, a one or two 
character code, or they may not have a block identifier at all. 
The choice of block identifiers that you define is important because it is used 
to define the class’s Systematic name, which the program uses as the 
default class label. 

 

Block Id Systematic name Example 

None Year + Group name /Subject 7.C/Sc 

* Year + band id(s)/Subject + Set No. 8b/En2 

Code Year + code/Subject + Set No. L6A/Hi1 

This may lead to two or more classes having the same systematic name. For 
example, where a cluster contains two classes of the same subject or if 
there are two classes of the same subject belonging to a group, in this 
instance, a lower-case letter of a, b, c, etc. is appended to the systematic 
name to distinguish it from other classes and to make it unique. 
Although Nova-T uses the systematic name as the default class label, the 
labels can be edited, if required. On timetables, you can choose whether 
classes are displayed using their systematic names or their labels. 
Labels do not have to be unique, but having two classes with the same label 
is likely to cause misunderstanding and confusion, and to make the 
matching of classes in Nova-T with those in SIMS more difficult. 
A one or two-character code is most often used for blocks in which the 
classes of different groups study different subjects. It is common to have no 
block identifier if the block is linear, i.e. if each group has classes in several 
subjects, and to use an asterisk if all groups in the block have a single class 
in the same subject. 

 

More Information: 
Editing Class Labels on page 125 

Considering Possible Class Structures 
There are several processes by which students can be assigned to classes: 

 an arbitrary or random process, in which students are divided between a 
number of classes considered to be equivalent. The assignment may be 
indirect – students are placed in registration groups, and the 
membership of each class corresponds to a registration group. 

 one or more teachers consider and decide into which class or classes 
each student should be placed. The teachers may belong to one 
department, or they may belong to two or more departments, and 
negotiate from different viewpoints. Sometimes, if they represent more 
than one department, they may only need to agree on an allocation of 
students to large populations, which they can then divide into classes 
for their own subject as they wish, independently of other departments. 
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 students themselves may choose to which classes they will belong. 
 students may choose certain subjects, and an options procedure, 

perhaps guided by teachers’ views, will assign the students to 
appropriate classes. 

The various ways in which these assignments are made, and the manner in 
which the timetable is constructed, should ensure that: 

 students should not encounter timetable clashes – they should never be 
scheduled for two activities at the same period. 

 where necessary (in most schools, in all years below the sixth form) 
students should have a full timetable. 

Careful planning of class structures, making sure that they correspond to 
the school’s requirements, will help greatly in preparing a timetable that 
works properly. If the curriculum plan is only a rough sketch or outline of 
what is required, to be departed from at will when the timetable is 
constructed, then problems will arise when students are assigned to the 
classes. 

Constructing the Curriculum Model 
There are several components that make up the Curriculum Model page 
and these are explained in more detail in this section. 
Click the Model button or select Process | Model, to display the 
Curriculum Model page. 
The following graphic shows the Curriculum Model page with an existing 
curriculum plan loaded from a .SPL file that has been partly modelled. This 
enables you to see how the Curriculum Model page will look when you 
have modelled your own curriculum. The plan for Year 7 is displayed. 
If you have not begun setting up your curriculum model, only the Years 
panel is populated on the Curriculum Model page and all other areas are 
blank. The various panels and areas on the Curriculum Model page are 
explained working from left to right across the page. 
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Using the Years Panel 
The Years panel displays a list of the Names of all active NCYr years in the 
dataset, e.g. 7 to 13, and the Total number of students in each year. If 
student number information has not been entered, the number of students 
in each year defaults to 200. This number can be edited, if required. 

 

The Plus and Minus buttons at the top of the Years panel enable you to 
add and remove years on the curriculum model.  

 
Click the Plus button to create a new year. The year is initially named XX 
and contains a notional number of 200 students. The number of students 
can be overtyped to provide a more accurate estimate. The year name can 
be edited, using up to 5 characters. Ensure that whatever name you use 
for a year (other than a derived year), an appropriate National Curriculum 
Year (NCYr) is entered and that both names correspond to the names used 
in SIMS. 

 
Highlight a year then click the Minus button to delete a year. All the 
associated data (bands, blocks, classes, etc.) is also deleted. 

Changing the Year Order 
Once a new year has been created, it is always displayed at the end of the 
existing Years list and not in chronological order. 
In this example, we have created an additional Year 6 and we want to move 
it to the top of the Years list above Year 7. 

 

Click anywhere in the row cell belonging to the new Year 6, hold down the 
Ctrl key and press the Up arrow key sufficient times to move the year to 
the top of the Years list. Similarly, use the Ctrl key with the Down arrow 
key to move a year down the list. 
The order of the years defined in the Curriculum Model page is reflected in 
the display order of lists and pages throughout Nova-T, such as the 
Classes, Bands and Auto pages, reports and the year/band timetables. 
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Using the Various Activity Buttons on the Curriculum 
Model Page 

There are a variety of activity buttons that can be used as you progress with 
the building of your Curriculum Model. 

 

Load Button 
1. Click the Load button to display the Load Data dialog. 

 

2. Select the Reload file radio button to abandon the work you have done so 
far and to load the .SPL file in its original state. 

3. Alternatively, click the Load new file button to display the Load Dataset 
dialog. 

 

4. Select the appropriate radio button to load the required dataset and click the 
Next button to continue. 

Save Button 
1. Click the Save button to display the Save Data dialog. 
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2. Select the Save File radio button and click the OK button to save the 
dataset. 

3. Alternatively, select the Save as radio button and click the OK button to 
display the Save Curriculum Model dialog. 

 

4. Expand the year designated folder and enter a File name for the dataset 
before clicking the Save button. If you have previously named and saved 
the dataset, the existing file is replaced. 

Undo and Redo Buttons 
A record is kept of the last eight changes that you have made within the 
Curriculum Model page. 

 

Click the Undo button to reverse the last change. You can click this button 
up to seven more times to scroll backwards through the most recent 
changes that you have made. 
Click the Redo button repeatedly to restore up to eight changes that were 
cancelled using the Undo button, only if no other editing functions were 
used. 
The Undo and Redo buttons cannot be used in the creation or deletion of 
years, when switching from one year to another or when undoing/redoing 
activities undertaken using either the Load or Recall buttons. 
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Store Button 
1. Click the Store button to display the Save Year Model dialog. 

 

2. Expand the year designated folder and enter a File name for the dataset. 
3. Click the Save button to save the Curriculum Model as a .MOD file. 

Recall Button 
1. Click the Recall button to display the Load Year Model dialog. 
2. Expand the year designated folder and select the file name that you want to 

recall. 
3. Click the Open button to display the Recall Mode dialog. 

 

The No attributes and the Replace whole structure radio buttons are 
selected by default. This ensures that the structure of bands, blocks, groups 
and classes are loaded but details of teachers, rooms and facilities are not. 
The Facilities only, All Attributes and Merge blocks in base bands 
radio buttons are not relevant at this stage in the Curriculum Model 
construction process. 

4. Click the OK button to recall the dataset. 

Clear Button 
Click the Clear button to remove all the blocks and classes from the 
selected year to enable you to begin your Curriculum Model planning again. 
This action cannot be undone using the Undo button so caution must be 
exercised. 
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Arrange Button 
1. Click the Arrange button to display the Select Arrange Mode dialog. 

 

The By width radio button is selected by default. This moves the widest 
blocks to the left of the bands display. 
Selecting the By no. of bands radio button moves blocks that are serving 
more than one band to the left of the bands display. 

2. Click the OK button arrange the blocks. 

Pack Button 
It is possible to alter the order of the blocks horizontally, by clicking and 
dragging the left or right border of a block and then moving it across other 
blocks in either direction. Place the blocks in the order that you want them 
and click the Pack button. This eliminates spaces between the blocks as far 
as possible, but does not alter the order of blocks that you have chosen 
from left to right. 
Alternatively, select the Auto-pack check box to enforce automatic packing 
after each change. 

Wizard Button 
Click the Wizard button and select Yes on the Confirm message dialog to 
Load previously saved Wizard state? 
The Load Wizard State dialog is displayed. 
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Expand the appropriate year designated folder, highlight the *.WIZ file that 
you want to load and click the Open button to proceed. 
The Curriculum Wizard is displayed. 

 

 
Additional Resources: 

Running the Curriculum Wizard in the Using the Curriculum Plan Wizard 
chapter of the Analysis and Other Functions in Nova handbook 

Loading the Curriculum from SIMS 
This routine enables the existing curriculum structure in SIMS to be 
imported into Nova-T6 for scheduling purposes. All bands, blocks, groups 
and classes for the current National Curriculum year 10 are imported. 
However, lesson information and staff details are not imported into 
Nova-T6. 
This routine supports the options process using SIMS Options Online. 

1. Select Model | Load Curriculum from SIMS to display the Load Data 
from SQL dialog. 

 

The Reference Date defaults to today's date although this can be changed 
by selecting an alternative date from the Calendar. 

2. Click the OK button. 
3. Enter your login details in the SQL Database Logon dialog and click the OK 

button. 
4. In the Import Curriculum from SIMS dialog, enter the number of periods 

for each block in the Default Periods for NC Year: 10 field. 

 

5. Click the OK button to begin the import process. 
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The details of all bands, blocks, groups and classes for the current National 
Curriculum year 10 are displayed in the Import Curriculum from SIMS 
dialog. 

6. If you want to enter a different number of periods for a specific block, enter 
the required number in the Periods column adjacent to the relevant block. 

7. Check the details to ensure that all the bands, blocks, groups and classes 
can be imported. 

8. Click in the Import column adjacent to each block and set the import status 
to Yes. 

9. Click the OK button to complete the import process. 
The curriculum information imported from SIMS is now visible on the Model 
screen. 

Creating and Arranging Bands 
A Band is a population of students within a Year, bands of a hundred or 
more students are not uncommon. Some Years may only have one Band 
and every student in the Year will belong to it. When a student belonging to 
a Year is assigned to a Band, this determines which classes they can join. 
The bands are divided into horizontal areas across the Curriculum Model 
page, one for each band. 

 

The number of periods assigned to the band, 25 in this example, is 
calculated from the number of periods assigned to the classes belonging to 
the band. If you add together the figures in the top right-hand corner of 
each block, 15, 4, 2, 1, and 3, the total is 25. 
Below the band names, Band 7 x and Band 7 y in the example, is a figure 
representing the number of students in each band, in this case 81. This 
figure is calculated by dividing the total number of students in the intake 
year equally between the bands. If you had three bands instead of two, the 
number of students would be shared across the three bands. These numbers 
can be edited, if required. Click on the number and enter an alternative 
figure in the field. Click off the field to retain the figure you have entered. 
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The way in which students are assigned to bands varies from school to 
school and from one year to another. The following three methods are 
commonly used: 

 Students in the intake year are divided into two or more populations, 
dependent on the number of bands, equal in mix of abilities and usually 
in size. 

 Students in the intake year are divided into two or more populations, 
dependent on the number of bands, representing different ranges of 
ability. 

 Students in the intake year are divided into two or more populations, 
dependent on the number of bands, according to the type of course 
(GNVQ, A-level etc.) they are studying. 

Creating Bands 
To create additional bands, click the Split Bands button. 

 

If you want to join two bands together, click the Join Bands button. 

 

 

The students are divided as equally as possible between bands x and y. 
When two bands are joined in this way, further edits will often be needed 
because the new combined band will contain all the blocks previously 
belonging to each separate band. 
Click the Arrange or the Pack button to view all of the blocks. You should 
delete the blocks that are not needed and ensure that the total number of 
periods for the band is not greater than the number of periods in the 
timetable cycle. 

Blocks 
In the top left-hand corner of each block in the Curriculum Model page, is 
the block identifier (or ? if there is no block identifier), the block name and 
the number of periods required by the block in order to accommodate the 
group with the largest number of periods. 

Block Id = * Linear block with no Block ID = ? 
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The following information about each group is displayed: 
 The number of students in the group. 
 The subject and number of periods for each class. 
 The total number of periods for all classes belonging to the group. 

The last row in the block is empty so that you can create another group, if 
required. To the right of the empty group is a marker that indicates whether 
you have stored a comment. 
You can right-click an existing block and select Copy from the menu. Click 
into an empty row, right-click and select Paste from the menu to reproduce 
an exact copy of the original block. 

Assigning Subjects to Blocks 
When setting up blocks, the possible subjects for inclusion in each block can 
be transferred by clicking and dragging them from the Subjects list on the 
right-hand side of the Curriculum Model page into the newly created 
blocks. 

 

The Subjects list can be filtered to provide information about the 
Curriculum Model for the Current Year, or for All Years, according to the 
radio button selected. 
Selecting the Filter check box reduces the Subjects list to show only the 
subjects that have already been assigned to blocks within the selected Year. 
You should not select this check box whilst the blocks are being created. 
Select a subject from the Subjects list and select the Highlight check box. 
All instances of the selected subject are highlighted within their assigned 
blocks in the Curriculum Model page. 

 

In the previous graphic, the subject of French has been selected in the 
Subjects list and all the instances of French are highlighted in the blocks to 
which they have been assigned. 
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Printing from the Model Window 
1. Select Process | Model to display the Model window. 

 

2. Click the Print button and drag and drop it onto the blocks to display the 
Print Preview dialog. 

 

3. In the left-hand side of the dialog, click into the required Years column to 
select multiple years.  
As you select each year, the bands and blocks that have been created for 
each separate year are displayed in the Print Preview dialog. 

4. After specifying your print requirements, click the Print button. 

Increasing the Screen Area 
To enable you to view the entire Curriculum Model, the horizontal scroll 
bar can be used to move the plan to the left or right. 
It is also possible to hide the Years and/or Subjects panels to increase the 
available screen area. 
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Select the Model button and deselect Show Years and/or Show Subjects 
from the drop-down menu. Alternatively, press F7 or F8. Pressing F7 or F8 
again or reselecting the check boxes from the Model menu, restores the 
panels to the Curriculum Model page. 

 

Viewing Class Names 
When the cursor is moved over a subject code in a block, the label of the 
class to which it belongs is displayed on the bottom right-hand side of the 
Curriculum Model page. If the label has been edited, the original name is 
also displayed, this time in brackets. 
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Viewing Subject Names 
When the cursor is moved over a subject code cell in the Subjects panel, 
the name of the associated subject is displayed in the bottom left-hand 
corner of the Curriculum Model page. 

 

Creating and Deleting Blocks, Groups and Classes 
There are two additional methods for creating a block rather than using the 
Curriculum Plan wizard or by copying a block from one band to another. 
The first method creates a block that already contains one group with one 
class. The other method creates an empty block. 
To create a block, click and drag a subject in the Subject list on the 
right-hand side to the empty space belonging to a band. 

 

If a block is created in this way, an asterisk is displayed as a block identifier 
and it is named from the subject you choose, e.g. English sets. 
The block and class have no periods assigned at this point. 
When the block is first created, the block identifier * is highlighted. Click the 
Delete button if you do not want a block identifier or overtype it with one or 
two characters if you require another identifier. Select Enter and the title 
English sets is highlighted. The title can be overtyped, if required. To 
change the name of the block, click English sets and edit the text.  
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Select Enter again, and the number of periods for English (0) is highlighted. 
To change the number of periods for the English class, click the subject code 
En to highlight the number of periods then enter the number of periods for 
the class. 
Alternatively, hold down the Shift key then click the subject code En to 
increase the number of periods or right-click the subject code to decrease 
the number of periods. 
To create an empty block, without using click and drag on a subject code, 
right-click in the empty space belonging to a band and select Add block 
from the pop-up menu. 

 

A block created in this way contains no groups or classes, therefore the 
student total is displayed in red. 
The block has no identifier (indicated by the ? symbol). The block identifier 
title of a block, by clicking on the existing identifier or title and overtyping. 
To create the first group in the block, click and drag a subject code from the 
can be changed, as can the Subject list on the right-hand side of the 
window. The colour of the student total changes from red to black. 

 

More Information: 
Editing Period Allocations on page 93 

Retrieving Membership Totals 
You can retrieve and import student membership totals from SIMS Academic 
Management.  

1. Select Data | Retrieve Membership Totals to display the Load 
Membership Totals from SQL dialog. 

 

The Reference Date defaults to today's date but you can select a different 
date by clicking the Calendar button. Alternatively, select the Today check 
box. 

IMPORTANT NOTE: Before proceeding, please ensure that you have 
taken a backup of your data because this procedure cannot be reversed. 

2. Click the OK button to continue. 



05| Creating the Curriculum Model 

 

Getting Started with Nova 93 

 

The Nova/SQL Link dialog is displayed to inform you that the system is 
retrieving student memberships from the SQL database. 

 

3. Click the OK button to close the dialog. 
The student memberships can be split across blocks by Boys/Girls, 
Girls/Boys or by Total. Select Model | Split Actual Membership by 
Gender and choose the appropriate option. The accurate student 
membership totals are also available when running the Analysis routines. 

Adding Classes to a Group 
If the block created is a linear block, you can save time by adding other 
classes to your single group before duplicating it to create other groups, by 
clicking and dragging to copy more subjects from the Subject list to sit 
alongside the first class that you created. 

 

In the previous example, the group already has classes in Drama, PE, PSE 
and RE, and a Music class is being added. 
The number of periods for Music is already highlighted. 
The entry box for recording the number of periods for Music is hiding the PE 
class. However, this will display again when the period allocation is entered. 
When a new group is created or classes are added to an existing group, the 
appropriate subject records in the Subject statistics list are updated. 

Deleting Classes from a Group 
To delete a class from a group, hold down the Ctrl key and right-click the 
class subject. 

Editing Period Allocations 
To change the number of periods for a class, you can use either of the 
following methods: 

 Click the subject code of the class then enter the number of periods for 
the class. 

 Hold down the Shift key then click repeatedly the subject code of the 
class to increase the number of periods then right-click to decrease the 
number of periods. 
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As you change the number of periods for the class, the following occurs: 
 The total number of periods for the group (displayed on the right-hand 

side of the block) changes. 
 If there are other groups in the block, the period total for any group is 

displayed in red (if some other group has a larger total). 
 The number of periods for the block (equal to the largest total for any 

group) will change unless some other group has a larger total than the 
one to which the class belongs. 

 The number of periods for the band (equal to the sum of the periods of 
all blocks belonging to the band) will change if the block total changes. 
If this total becomes larger than the number of periods in the timetable 
cycle, it will be displayed in red, with an exclamation mark, e.g. 31!. 

 If there are other bands in the year, the period total for any band will be 
displayed in red if some other band has a larger total. 

 The total number of periods for the subject (displayed in the Subject 
statistics list) changes. 

Entering Periods for a Block 
When scheduling the Sixth Form, for example, it is desirable to schedule a 
block at more periods than are strictly required by any group in the block. 

 

For example, a block in year 13 has three classes (French, Maths and 
Geography) each requiring four periods per week. There are four occasions 
when all three of the required teachers are available. 
It may be possible to spread the classes over five periods, so that the block 
appears five times on the timetable, but not all the classes are scheduled at 
each period. 

 

Mon 4 Tue 1 Wed 5 Thur 6 Fri 3 

 Fr Fr Fr Fr 

Ma Ma  Ma Ma 

Gg Gg Gg  Gg 

When this block is created, it is given four periods only because no group 
within the block requires more than four periods. 
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To enable you to specify five periods for the block, right-click the block and 
select Minimum periods from the pop-up menu to display the Set 
Minimum Periods dialog. 

 

In the Minimum Periods field, enter a minimum of five periods for the 
block. 
Whether you use manual or automatic scheduling, you will have the 
flexibility of spreading the classes over five periods. 
You may not want to use this flexibility however, and instead would like to 
provide the extra period for only one or two classes. On the Block window, 
classes in the block can be restricted from using certain periods. 

Adding More Groups to a Block 
A block will always have one empty row below the last group in the block 
and you can click and drag to move a subject from the Subject list onto this 
row to create a new group. 

 

In this example, a second group with a History class and a third group with 
a Geography class have already been created. If a group with a French class 
is also required, the subject Fr should be dragged onto the blank row 
underneath Gg and three periods entered for it. 

Deleting Groups From a Block 
To remove a group from a block, hold down the Alt key and right-click a 
subject belonging to the group. 

Copying Groups 
Hold down the Alt key and click the row of a group to create another group 
with an identical curriculum (in the case of a linear group, this can be any 
class belonging to the group). 
This is preferable to clicking and dragging, except when groups within the 
block study different subjects, as in Option A. 
This method is especially useful when the block is linear. 
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Naming Groups 
It is possible to give names to any groups. This is particularly useful if the 
block has no identifier. 
Click the block title then click Group names from the pop-up menu. The 
name of each group (up to three characters) can be entered to the left of 
the student total, where ?? is displayed. 

 

In the previous graphic, the names -A and -B have already been entered for 
the first two groups and a name for the third group can now be entered. 
When the names have been entered, it is possible to hide them so that the 
block takes up less space on the Model page. To do this, right-click the 
block title and select Group Names from the pop-up menu. 

Student Numbers in Groups 
Initially, students are divided evenly between the groups in a block. If you 
wish to change the (notional) number of students specified for a group, click 
the number of the group and overtype with the number you require, as 
displayed: 

 

The student numbers for the first two groups in the following example have 
been changed from 14 to 13 and are displayed in blue to indicate that they 
have been edited. 

 

The numbers for the other group have been adjusted automatically. 
The following two irregular situations may arise when editing group sizes: 

 If you entered sizes for some of the groups that total more than the 
number of students available to the block, then the calculated sizes for 
the remaining groups would be negative. The size of these groups is 
shown as 0 and the negative residue is displayed on the empty row 
below the last group; all the group sizes are displayed in red. If you 
then change the group sizes so that the calculated values are no longer 
negative, the colours will revert to blue (edited) and black (calculated). 
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 If you edit group sizes for all groups, and these sizes do not add up to 
the number of students available to the block, a calculated residue 
(positive or negative) is displayed on the empty row below the last 
group, and all the values are displayed in red. 

 

Here, the four edited group sizes total 80 students. Since there are 90 
students available to the block, the remaining 10 are placed on the empty 
group row and all values are displayed in red. If one of the group sizes is 
changed to 30, all the figures would be blue. 

Restoring Student Totals After Editing 
You can reset the student totals in the currently selected year to their 
default values via Model | Reset Student Totals. This does not change 
the student total for the year, but this total is divided evenly between bands 
and the band totals are divided evenly between groups in each block. 

Deleting a Block 
To delete a block, right-click the block title and select Delete from the 
pop-up menu. To restore the block, click the Undo button. 

Moving a Block from One Band to Another 
1. To move a block, hover over the top or bottom margin of the block to 

change its appearance to a vertical double-arrow. 
2. Hold the cursor over the bottom margin of the block to change the cursor. 

 

3. Drag the block into the required band. 

 

The edited group sizes are preserved, and the others are recalculated. 
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Copying a Block From One Band to Another 
Right-click the block and select Copy from the pop-up men. In the unused 
space belonging to another band (i.e. not on a block), right-click and select 
Paste from the pop-up menu. The copied block is now also displayed in the 
new band. 
To copy a group of blocks from one band to another, hold down the Ctrl key 
and click the block titles of two or more blocks then right-click one of the 
blocks and select Copy from the pop-up menu. Please note that the blocks 
you choose must have at least one band in common. Paste the highlighted 
blocks into another band or year. 

Making a Block Serve More Than One Band 
There are two ways of making a block serve more than one band: 

 Hold down the Ctrl key then click and drag the bottom border of the 
block downwards (or the top border upwards.) In the following example, 
a Maths block has been created in band x, but is intended to serve the 
students of both bands x and y.  

Before  After 

 

 

 

The group sizes are adjusted automatically. 
 Right-click the block’s title and select Extra Bands from the list then 

select from the pop-up menu of all bands in the year. Bands that the 
block already belongs to are greyed out. 

In this example, there are three bands (x, y and z). A block has been 
created in band x. 
The Extra Bands list shows all three bands, although band x is greyed out. 
From this menu, it is possible to select y or z. 
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The block shown in the following graphic provides for students of the 
non-contiguous bands x and z. All the group details are shown against band 
x, but the group sizes are calculated to total 101 students, not 51. 

 

Blocks like this are not recommended because there is no convenient way in 
which year timetables can be printed or displayed if the year includes this 
type of block. 
If you have created a block like this and wish to make it serve band x alone, 
hold down the Ctrl key then click and drag to extend the bottom border of 
the block in band x across band y (so that the block serves all three bands) 
and then again to move the bottom border of the block upwards until it lies 
only within the band x row. 

Rearranging the Model 
Once you have created the block, you can arrange the order by clicking the 
Arrange button. There is a choice of two modes for arranging the blocks, as 
shown in the following graphic. 

 

 By width - the widest blocks will be moved to the left of the display. 
 By no. of bands - places blocks serving several bands to the left of 

blocks serving fewer bands. 
It is possible to alter the order of the blocks horizontally, by clicking and 
dragging the left or right border of a block and then moving it across other 
blocks in either direction. Place the blocks in the order you want and then 
click the Pack button (this eliminates spaces between the blocks as far as 
possible, but does not alter the order of blocks that you have chosen from 
left to right). Alternatively, select the Auto-pack check box to enforce 
automatic packing after each change. 
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Using Comments 
The curriculum plan you are currently preparing may be only one of several 
that you intend to compare. If so, it may be helpful to record comments 
alongside features of the model. Comments are short pieces of text that are 
displayed on the status bar at the bottom of the window when you move the 
cursor over different items on the screen. Comments can be recorded 
against a year or any block. To record a comment for a year: 

1. Right-click anywhere on the page (other than on a block) then select Edit 
Comment from the list to display the Enter Comment dialog. 

2. Enter any relevant text in the Comment field then click the OK button. 
This method can be used to record a comment for a block by right-clicking 
anywhere on the block, except on the group rows (remember that 
right-clicking is also used to decrease the number of periods for a class). 
Alternatively: 
Click the Comment button in the bottom right corner of the block to display 
the Edit Comment dialog. 
The Comment button for a block appears grey before any comment has 
been entered. 

Before After 

  

When a block is copied, the comment is also copied. A comment in a block 
can be changed by clicking the Comment button again. 

 

More Information: 
Copying a Block From One Band to Another on page 98 

Colour Coding Blocks 
Blocks can be displayed in colour on the Bands page and the Timetable 
page so that they are easily identifiable. 
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1. To add colour to a block, right-click the block and select Set Colour from 
the pop-up menu to display the Choose Block Colour dialog. 

 

2. The default colour is displayed at the top of the list. Select the required 
colour then click the OK button. 
The selected colour is displayed in the top left-hand corner of the block. 
Blocks can also be colour coded in the Bands window, provided that at least 
one session for the block has been scheduled. 

 

 
Additional Resources: 

Displaying Locks and Block Colours in the Manual Scheduling of All Blocks 
chapter of the Maintaining Nova handbook 

Magnifying the Blocks Display 
You can enlarge the central section of the Model page by pressing F6. To 
return to the normal size, press F6 again. 

Setting Period Types for a Block 
You can allocate one or more period types to a block. 
A block intended to represent registration or lunch, needs to contain at least 
one class. It is helpful to have a subject dedicated to the purpose of the 
block, so select Plan | Subjects to define subjects Lu (lunch) or Rg 
(registration), if required. 
As the whole year is likely to be registered at the same time, a block serving 
all the bands in the year could be set up, and can contain classes of subject 
Rg, to represent each registration group. However, it is probably better to 
use non-class codes for this purpose. 
A block for lunch could also serve all bands in a year, and need only contain 
a single class in a subject Lu. However, if you did not require the students 
of all bands in a year to have lunch at the same time, you could create 
separate blocks for each band, each block containing one class. 
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To set the period type of the block, right-click the block and select Period 
Type from the pop-up menu to display the Set Period Type dialog. 

 

Select the check boxes for any combination of period types. However, in this 
instance it is only appropriate to select the period type L. 
The period type(s) of a block is displayed in the PType column on the Auto 
page. They are also displayed on the status bar at the bottom of the Model 
page, when the cursor is placed over the block title. 
If copy and paste functionality is used to create more blocks, the copies that 
you paste into other bands or years have the same period types as the 
blocks that you are copying. 
If you change the period type of a block after it has been scheduled, its 
scheduled sessions will be removed from the timetable automatically. 

 

More Information: 
Defining Period Types on page 36 

Year Blanking Codes 
A year blanking code is a special type of block that serves one or more 
bands in a year, but contains no classes and is assigned no attributes (i.e. 
teachers, rooms or facilities). When scheduled at any period, it prevents 
blocks serving any of its bands from being scheduled at that period. It can 
only be scheduled and unscheduled manually. 

1. To create a year blanking code, right-click the unused space for one of the 
bands (i.e. not on a block) and select Add Year Blanking Code from 
pop-up menu to display a new block with a block description of BLANKING. 
This block cannot be edited or colour coded but you can add a comment, if 
required. 
As with any other block, the year blanking code block can be deleted, moved 
from one band to another or extended to cover other bands. Copy and paste 
functionality cannot be used to duplicate the block in another band. 
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Before the year blanking code can be scheduled, the number of periods at 
which it is to be scheduled needs to be entered. 

 

In the previous example, a year blanking code has been created to serve all 
three bands in the year, and four periods have been entered for it (these are 
assumed to constitute four single-period sessions). 
As with other blocks, the session lengths of year blanking codes can be 
changed on the Sessions page. 
The block has a single group that requires session lengths corresponding to 
those of the block itself, by using the Block or Groups buttons on the 
Sessions page. 

2. You can now schedule the year blanking code sessions either on the Block 
or Bands page. 

 

More Information: 
Using Comments on page 100 
Defining Session Lengths Manually on page 130 
Implication for the Block on page 132 
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Introduction 
The purpose of assigning levels to classes is to enable the creation of 
courses when the timetable is exported to SQL. These courses are defined 
by a level and a subject, and initially the assumption is made that students 
belonging to all classes with the same subject and level are on the same 
course. However, other courses can be created in Course Manager, and then 
a student can be reassigned to one of these courses. In this way, it is 
possible to represent the situation in which a class serves the needs of 
students following different courses. 

The Standard Levels 
The following table lists the levels provided in Nova-T.  

 

Description Code 

Advanced Extension Award AEA 

Asset Advanced ATAdv 

Asset Breakthrough ATBrk 

Asset Intermediate ATInt 

Asset Mastery ATMas 

Asset Preliminary ATPre 

Asset Proficiency ATPro 

BTEC Award Level 1 BTAW1 

BTEC Award Level 2 BTAW2 

BTEC Award Level 3 BTAW3 

BTEC Certificate Level 1 BTCe1 

BTEC Certificate Level 2 BTCe2 

BTEC Certificate Level 3 BTCe3 

BTEC Diploma Level 1 BTDi1 

BTEC Diploma Level 2 BTDi2 
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Description Code 

BTEC Diploma Level 3 BTDi3 

BTEC Extended Certificate Level 2 BTXe2 

BTEC Extended Diploma Level 3 BTXD3 

BTEC Subsidiary Diploma Level 3 BTSd3 

iGCSE Full Course CIEG 

DiDA Award DAAw 

DiDA Certificate DACe 

DiDA Diploma DADi 

Diploma Foundation DplL1 

Diploma Higher DplL2 

Diploma Advanced DplL3 

Diploma Progression DplLP 

Entry Level EL 

Foundation Certificate in Secondary Education FCSE 

FSMQ Advanced FSMQA 

FSMQ Foundation FSMQF 

FSMQ Intermediate FSMQI 

Functional Skills FSkl 

GCE Advanced Subsidiary Revised GCAS1 

GCE A Double Award GCEDA 

GCE Advanced GCEA 

GCE Advanced Subsidiary GCEAS 

GCE ASB Double Award GCEDS 

GCSE Double Award GCSED 

GCSE Full Course GCSEF 

GCSE Short Course GCSES 
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Description Code 

General Gen 

International Baccalaureate IB 

International Baccalaureate Diploma Program Higher Level IBDPH 

International Baccalaureate Diploma Program Standard 
Level 

IBDPS 

International Baccalaureate Middle Years Program IBMYP 

International Baccalaureate Primary Years Program IBPYP 

IMIAL L1 Award IMAw1 

IMIAL L1 Certificate IMCe1 

IMIAL L1 Diploma IMDi1 

IMIAL L2 Diploma IMDi2 

Key Skills Level 1 KSkl1 

Key Skills Level 2 KSkl2 

Key Skills Level 3 KSkl3 

Key Stage 1 KStg1 

Key Stage 2 KStg2 

Key Stage 3 KStg3 

Level 1/2 Certificate L12C 

NQF Entry NQFO 

NQF Level 1 NQF1 

NQF Level 2 NQF2 

NQF Level 3 NQF3 

OCR Nationals Award Level 1 ONAw1 

OCR Nationals Award Level 2 ONAw2 

OCR Nationals Certificate Level 1 ONCe1 

OCR Nationals Certificate Level 2 ONCe2 

OCR Nationals Certificate Level 3 ONCe3 
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Description Code 

OCR Nationals Extended Diploma Level 3 ONED3 

OCR Nationals Diploma Level 3 ONDi3 

OCR Nationals First Award Level 1 ONFA1 

OCR Nationals First Certificate ONNFCe 

Other Other 

Project Level 1 PjL1 

Project Level 2 PjL2 

Extended Project PjExt 

Diploma PL Foundation PLL1 

Diploma PL Higher PLL2 

Diploma PL Advanced PLL3 

VTCT L2 Certificate VTCe2 

VTCT L2 Diploma VTDi2 

WBQ Advanced WBQA 

WBQ Foundation WBQF 

WBQ Foundation Level 2 WBQF2 

WBQ Intermediate WBQI 

WBQ National WBQN 

WBQ National Level 2 WBQN2 

Year 12 Non Qualification Course Y12NQ 

Year 13 Non Qualification Course Y13NQ 

BTEC Short Course Levels 
 

Name Description 

AWE BTSC Entry Level Award 

CEE BTSC Entry Level Certificate 

DIE BTSC Entry Level Diploma 
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Name Description 

SA1 BTSC Level 1 Subsidiary Award 

AW1 BTSC Level 1 Award 

EA1 BTSC Level 1 Extended Award 

SC1 BTSC Level 1 Subsidiary Certificate 

CE1 BTSC Level 1 Certificate 

EC1 BTSC Level 1 Extended Certificate 

SD1 BTSC Level 1 Subsidiary Diploma 

DI1 BTSC Level 1 Diploma 

ED1 BTSC Level 1 Extended Diploma 

SA2 BTSC Level 2 Subsidiary Award 

EA2 BTSC Level 2 Extended Award 

SC2 BTSC Level 2 Subsidiary Certificate 

EC2 BTSC Level 2 Extended Certificate 

SD2 BTSC Level 2 Subsidiary Diploma 

ED2 BTSC Level 2 Extended Diploma 

SA2 BTSC Level 2 Subsidiary Award 

AW2 BTSC Level 2 Award 

SC2 BTSC Level 2 Subsidiary Certificate 

CE2 BTSC Level 2 Certificate 

SD2 BTSC Level 2 Subsidiary Diploma 

DI2 BTSC Level 2 Diploma 

AW2 BTSC Level 2 Award 

EA2 BTSC Level 2 Extended Award 

SC2 BTSC Level 2 Subsidiary Certificate 

CE2 BTSC Level 2 Certificate 

EC2 BTSC Level 2 Extended Certificate 
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Name Description 

DI2 BTSC Level 2 Diploma 

ED2 BTSC Level 2 Extended Diploma 

AW3 BTSC Level 3 Award 

EA3 BTSC Level 3 Extended Award 

SC3 BTSC Level 3 Subsidiary Certificate 

CE3 BTSC Level 3 Certificate 

EC3 BTSC Level 3 Extended Certificate 

SD3 BTSC Level 3 Subsidiary Diploma 

DI3 BTSC Level 3 Diploma 

ED3 BTSC Level 3 Extended Diploma 

SA3 BTSC Level 3 Subsidiary Award 

Cambridge National and Technical Levels 
Cambridge National Levels 

 Level 1/2 Award 
 Level 1/2 Certificate 
 Level 1/2 Diploma. 

Cambridge Technical Levels 
 Level 2 Certificate 
 Level 2 Extended Certificate 
 Level 2 Diploma 
 Level 3 Certificate 
 Level 3 Introductory Diploma 
 Level 3 Subsidiary Diploma 
 Level 3 Diploma 
 Level 3 Extended Diploma. 

Non-standard Courses 
The standard levels provided in Nova-T are adequate for current 
examinations and statutory returns, so it is not normally necessary to use 
any others. However, if you want (for your own purposes) to assign 
members of a particular class to courses not based on one of the standard 
levels, you should assign the level OTHER to the class and then after 
exporting the Curriculum Plan and Timetable to SQL, use Course Manager to 
reassign students belonging to that class to a course that you have created 
yourself. 
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The Gen level should be used for classes that have no level. It replaces the 
level "None" used in earlier versions of Nova-T. 

Assigning Levels to Classes 

IMPORTANT NOTE: Before Assigning Levels to Years, Blocks and Classes, 
you must ensure that you have run the SQL Refresh Base Data wizard, 
selected the Levels that you require and imported the Level Descriptions. 

To assign levels to classes, select Tools | Assign Levels to display the 
Assign Levels to Years, Blocks and Classes dialog: 

 

It is possible to assign a level: 
 to all the classes in a Year 
 to all classes belonging to the Blocks in a Year 
 to individual Classes in a Block. 

If you want to assign the same level to most of the classes in a year, it is 
best to assign the level to all the year’s classes, and then modify the 
assignments where necessary. 
If Unknown is shown as the Level for a Year, this indicates that a 
statement has not been made about the level. If a Class is shown with an 
Unknown level, you will not be able to Export the Curriculum and Timetable 
to SQL. For this reason, Unknown is displayed in red text. 

NOTE: Only levels that are recognised in the current .SPL file are displayed 
for selection. 
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If levels have previously been assigned to Years, Blocks and Classes, these 
are converted, where possible, to the equivalent current levels. However, if 
you have created levels of your own in LEVELS.TXT, or have levels that are 
no longer used, these are retained but displayed in red text. In order to be 
able to Export the Curriculum and Timetable to SQL, you must convert these 
to one of the standard levels, most usefully the level Other. 

 

When a level is selected (not Unknown), its code and description are 
displayed at the bottom of the dialog, between the OK and Cancel buttons. 
The Classes in block column of the dialog can be used if you want to 
assign a different level to one or two classes in a block from the other 
classes in the block. 
When a level has been assigned directly to a year, block or class, it is 
displayed in the dialog without brackets. If a block or a class has inherited 
its level, the level is displayed in brackets. 
The level code of Gen can be used to indicate explicitly that the year, block 
or class has no level assigned.  

 

More Information: 
Importing Levels into Nova-T on page 20 
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Configuring Levels 
1. Click the Configure button at the bottom of the Assign Levels to Years, 

Blocks and Classes dialog. 

 

If you have never refreshed the Levels from SQL, the following message 
dialog is displayed. 

 

You are advised to run the SQL Refresh Base Data wizard before 
proceeding further or the Level Descriptions in the Level Configuration 
dialog are displayed as Unknown Level. 
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If you have already refreshed the Levels from SQL, the Level 
Configuration dialog is displayed. A list of existing Standard Levels is 
displayed on the left-hand side of the dialog. 

 

On the right-hand side, you can decide whether you want to Show or Hide 
some or all of the BTEC Short Course Levels in the list of available levels to 
select from in the Assign Levels to Years, Blocks and Classes dialog. 

 

2. Click the required button adjacent to the name of each level, and click the 
OK button to save your selections. 
You can also indicate which of the levels you want to be displayed by 
clicking into the Display column adjacent to the Description of each level. 
A tick is displayed by default to indicate that the level is displayed but this 
can be changed to a cross, by clicking into the column, to remove the level 
from the list of available levels. 

3. Click the OK button. 

IMPORTANT NOTE: The changes are saved across all .spl files in use. 
Levels that are visible or hidden in one .spl file are visible or hidden in all 
.spl files in use. 
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Changing and Deleting Class Levels 
You can easily change a level assigned to a year, block or class in the same 
way that a level is assigned: click in the Level column to display the 
drop-down menu, and then click the new level you want to assign. 
Selecting <Unknown> can be used to delete levels assigned to classes, but 
another level will have to be chosen before data can be exported to SQL. If 
no other level is appropriate, you should choose Gen. However, deleting or 
changing a level may not always be possible, as explained in the next 
section. 

Inherited and Directly Assigned Levels 
When you assign a level to a year, blocks and classes belonging to that year 
will inherit the level, provided that their level was previously Unknown. If a 
level had already been assigned to them, it will be preserved. 
To remove a level from a year, select <Unknown> from the drop-down 
menu. Levels inherited by blocks and classes belonging to the year will also 
be removed, but directly assigned levels will not. 
A level that had been assigned to a block can be removed by selecting 
<Default> from the drop-down menu. If the level being removed had 
previously been assigned to replace an inherited level, the inherited level 
will be restored; otherwise, the level will be displayed as Unknown. 
When the level of a block is changed in this way, any levels previously 
inherited by classes belonging to the block will also be removed, but levels 
that were directly assigned to the class will not. 
As with blocks, the drop-down menu for classes will offer <Default> to 
replace a directly assigned level, either with Unknown or with a previously 
inherited level. 

Transferring Class Levels to SQL to Create Courses 
This happens automatically when you select and run the export to SQL – i.e. 
Data | Export Curriculum and Timetable to SQL. 
Courses are defined by a level and a subject. Only one course is created for 
any given combination of subject and level, so students of several classes 
can be assigned to the same course. 
After the courses have been created in SQL as a result of the 
curriculum/timetable export, students can be assigned to these courses by 
selecting Tools | Academic Management | Update Course 
Memberships in SIMS. 
It makes no difference to the linking of classes to courses whether the class 
level has been assigned directly or has been inherited from the block or 
year. If the level of a class is non-standard, or not assigned (i.e. 
Unknown), a warning is given: 
It is essential that all classes have levels, although the level Gen can be 
used if no standard level is appropriate. But you should consider whether 
you have overlooked ones that need a standard level – for external 
examination or some other reason. 
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Introduction 
Initially, classes created with Nova-T have no resources allocated to them, 
and are single-period sessions. 
This chapter describes the assignment of resources to the classes, session 
requirements, and the allocation of each class's resources to sessions of 
different lengths. Only when these processes have been considered, is a 
curriculum plan ready to be used to construct a timetable. 

Managing Classes 
Select Classes from the application bar or click the Classes button to 
display the Classes page. The following graphic displays the curriculum plan 
for year 9. 
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Selecting Classes by Type 

 

Selecting the All Depts or All Years radio buttons determines which 
classes are displayed: 

 classes of all subjects in a chosen year (arranged by block or by subject) 
or 

 classes of all years for a selected subject. 
The Staff, Rooms and Facilities radio buttons enable you to edit a 
selection of classes. 
The Year panel is greyed out unless the All Depts radio button is selected. 

Viewing the Attributes Panel 
If the All Depts or All Years radio buttons are selected in the Selections 
panel, then the Attributes panel is displayed along with any relevant class 
information. 
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Viewing the Classes Panel 
If the Staff, Rooms or Facilities radio buttons are selected in the 
Selections panel, then the Classes panel is displayed along with any 
relevant resource information. 

 

If the Year and Department check boxes are not selected in the Classes 
pane, all classes in the school are listed. 
The Classes page enables you to assign teachers to classes and also assign 
classes to teachers. 

Assigning Teachers to Classes 
To assign teachers to classes: 

1. Select the All Depts or All Years radio button in the Selection panel. 
2. Select the Staff radio button in the Attributes panel. 
3. If the All Depts radio button is selected, the list of subjects is greyed out. 

Select a year from the Year list to display the classes for the year selected, 
which are arranged by subject or block (depending on whether the by Block 
check box has been selected). 

4. If the All Years radio button is selected, the list of years is greyed out. 
Select a subject from the Subject list to display all classes in the chosen 
subject, arranged by year. If the Department check box is not selected, the 
list of teachers will include everyone on the current roll. If it is selected, only 
teachers of the chosen subject will be listed as displayed in following 
graphic. 

 

The details displayed include: 
 The number of classes allocated to each teacher 
 The number of periods the teacher has been assigned to classes 
 Their intended maximum teaching loads, as entered via Plan | Teacher 

Departments. 

NOTE: The number of classes and periods refers to all assignments, not 
just to the classes currently displayed. 
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5. To assign a teacher to a class, click the teacher’s code then hold and drag it 
onto the class. 

 

The background changes from white to grey when a teacher is allocated. 
When teachers are assigned to classes, the statistical information in the 
teacher list is updated. 

Dealing with Invalid Assignments 
Nova-T checks the validity of the assignments you make and if an invalid 
assignment has been made, the teacher initials are displayed in red in the 
affected cells. 
To resolve this issue, you can replace the existing teacher for one of the 
classes with another teacher. 

1. Click and drag a replacement teacher on to the class. A confirmation dialog 
is displayed. 

 

2. Click the Yes button to replace the existing teacher. 

Assigning More Than One Teacher to a Class 
You may wish to assign more than one teacher to a class, e.g. to include a 
support teacher. 

1. Click and drag the teacher you wish to add as a support teacher on to the 
relevant class. A confirmation dialog is displayed. 

2. Click the No button. The background of the class cell is now displayed in 
pink to indicate that the class has been given more teaching resource. 
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Varying the Number of Periods Assigned 
The number of periods for a teacher can be altered by clicking repeatedly on 
the teacher code in the class cell to increase the period number. 

 

Right-click the cell to decrease the number of periods. 

Sharing a Class Between Two or More Teachers 
A class may have more than one teacher without either being used as a 
support teacher. The class may be taught by one teacher at certain periods, 
and by a second teacher at other periods. 
By clicking and dragging, you can assign the two teachers to the class, and 
then click on the teacher codes in the class cell to give each teacher the 
desired number of periods. 
Initially, the background of the class cell is pink, but becomes grey again 
when the total number of periods assigned to the two teachers is not 
greater than the number of periods for the class. 

 

If a class has a teacher or teachers assigned to fewer periods than the class 
requires, the cell is displayed as white. 
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Understanding Teacher Statistics 
Teacher statistics are displayed when the Staff radio button is selected in 
the Attributes panel. 
Figures displayed in blue text in the Per column indicate a teacher whose 
total is less than their intended commitment (the figure in the Max column). 
If the intended total is reached, the text is displayed as black. If the Per 
figure exceeds the Max figure, the text is displayed as red. 

 

The table below the teacher list has three radio buttons, Classes, Depts 
and Years. Depending on which radio button is selected, the following 
information is displayed. 

Classes 

Including the number of periods for each 
class. 

 

Depts 

The number of classes and periods given 
to a teacher for each of their subjects is 
shown. The colours of the text in the Per 
column indicates under and over use. 

 

Years 

The number of classes and periods taught 
in each year.  
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Assigning Classes to Teachers 
Whether you select the All Depts or All Years radio button to assign 
teachers to classes or the Staff radio button in order to assign classes to 
teachers, the end result is the same. 
Select the Staff radio button in the Selection panel to display the Classes 
panel. The Year and Department check boxes are used to filter the list of 
classes in the table below. 

 

The Year and Subject tables in the Selection panel are not used in the 
same way here as when you select All Depts or All Years, as they can be 
active at the same time. 

Filtering the Lists of Classes and Teachers 
If the Year check box is selected, the list below only includes classes of the 
year you select. Otherwise, the Year table is greyed out. 
If the Department check box is selected, the list below only includes 
classes of the subject you select. Selecting a subject also determines which 
teachers are listed on the Classes page. The list includes all those teachers 
who have the selected subject in their list of departments. 
If neither the Year nor the Department check boxes are selected, the list 
of classes includes classes of all subjects and all years. 
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Understanding the Staff List 
Statistical information about each teacher is shown in cells with a blue 
background. Details of each class assigned to the teacher is displayed in 
cells to the right of the blue cell. 

 

For example: 
The above graphic shows the statistical summary for Mr Holmes on two 
rows. The first row relates to classes in Science (the selected subject), and 
the second to all classes he has been assigned to of any subject. 
The first row shows that he has three Science classes, totalling 12 periods, 
and that his intended allocation for Science (as defined via Plan | Teacher 
Departments) is 10 periods. The figure 12 is displayed in red because it 
represents an overload. 
The second row also displays three classes and 12 periods (he has not been 
assigned to any other classes as yet), and shows that his intended load for 
all subjects is 22 periods. 
He is the sole teacher of class 8cd/Sc1. The class has six periods, and he 
will teach all of them, therefore a figure is not displayed next to his initials. 
He shares the teaching of class 9cd/Sc2 with Dr Miller. Mr Holmes is 
responsible for four of the six periods. 
He contributes two periods to class 9cd/Sc4 and Dr Wolff teaches this class 
for six periods. The class cell is pink to indicate that the teaching allocation 
(8 periods) is greater than the number of class periods (6). 

Making Allocations 
Classes are assigned to a teacher by clicking on a class and dragging it onto 
a cell (grey, white or pink) to the right of the teacher’s blue statistics cell. 

 

Select the Department check box to display classes taught by a teacher of 
the appropriate subject. To allocate one year at a time, as in the above 
graphic, select the Year check box. To list all classes of the chosen subject, 
deselect the Year check box. 

Validation of Class Assignments 
If a teacher has been given more periods in a block than the total periods 
for the block, the teacher codes in each cell are displayed in red. 
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Modifying the Teacher Period Allocations 
To modify the teacher period allocations, click on the teacher code in the 
class cell. Note that right-clicking must be on the teacher code only. 

Assigning a Class to Another Teacher 
If a class has already been assigned to a teacher, you can click and drag to 
give the class to another teacher. You are prompted as to whether you want 
to replace the existing teacher. 

 Click the Yes button to transfer the class to the second teacher. 
 Click the No button if you wish the class to have two teachers, or for the 

class periods to be shared between them. 
 Click the Cancel button to cancel the changes. 

Assigning Rooms to Classes 
This section describes how to create a room assignment to a class as a 
requirement of the curriculum plan, so that the class is guaranteed the 
chosen room wherever it might be scheduled. 
Facilities can represent categories of rooms and it is often beneficial to 
assign facilities rather than rooms to classes, because this will ensure that a 
suitable room is available without introducing unnecessary constraints on 
the scheduling process. 
However, if you do want to nominate a particular room for a class, you can 
do this by the same method as the assignment of teachers to classes. 
Either: 

 Select the All Depts or All Years radio button and then the Rooms 
radio button in the Attributes panel. 
or 

 Select the Rooms radio button in the Selection panel. 
You can now click and drag rooms from the room list onto the classes, or 
classes from the class list onto the rooms, as required. 

Editing Class Labels 
The systematic name generated by Nova-T from the year, block identifier, 
subject and set number of a class is also used as a label. This label can be 
edited on the Classes page. 
Double-click the class cell to which you wish to add a label to display the 
Edit Class Details dialog. 
In the Class Label field, enter a label for the class and click the OK button. 
You can choose whether class labels are to be displayed on timetables by 
selecting Classes | Display Class Labels and then selecting Display 
Class Labels from the drop-down list. If Display Class Labels is not 
selected, the systematic name is displayed. 

 

 
Additional Resources: 

Using the Options Button in the Viewing the Timetable Displays chapter of 
the Analysis and Other Functions in Nova handbook 
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Printing from the Classes Page 
To print a table of classes and their attributes, click the Print button and 
drag on to the class cell you wish to print. 
You can select to print the Attributes and Classes panels in the same way. 
The Wide Cells check box can be selected to display the main class 
teacher, but it can also be useful when one or more classes have a large 
number of attributes assigned to them and there is insufficient room in the 
normal display to show all the attributes. 
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Introduction 
This chapter describes how to define the needs of classes for multiple-period 
sessions and assign resources (such as teachers and facilities) to class 
sessions. 
Sessions can be set by selecting Process | Sessions or by clicking the 
Sessions button. 

Defining Session Lengths 
In Nova-T, all blocks and classes will initially be specified to have only 
single-period sessions. 
Nova-T supports all session lengths from one to twenty-four-period 
sessions. You can set up multiple-period sessions by applying global rules 
(e.g. Art in all years should be taught in double-period sessions as far as 
possible, Science classes in years 12 and 13 require two double-periods 
each). You can also make arrangements class by class, if required. 
You are advised to define session lengths at an early stage if you intend to 
use facilities in costing or analysing a plan as you will often need to assign 
facilities to classes according to general rules and these rules frequently 
depend on session length, e.g. all double-period sessions of Science in the 
sixth form require a Science lab. 
Defining session lengths by applying global rules and using session lengths 
globally in the allocation of facilities are the most convenient way of carrying 
out these processes. 

What is a Cluster? 
A cluster is defined as having single, double or triple period sessions and has 
one or more classes serving a group and timetabled at the same time. 
Usually a cluster has just one class, but may also consist of two or more 
linked classes. 
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Defining Session Lengths by Applying Global Rules 
From the menu, select Sessions | Set Session Lengths to display the 
Define sessions for clusters "en bloc" dialog. 

 

The Select years and Select subjects panels enable you to select one or 
more years and subjects using the selection buttons. 

Defining Session Lengths Required 
The Requirements panel enables you to set needs for single, double and 
triple sessions (up to 24-period sessions). You can also arrange sessions of 
differing lengths at the same time. For each session length, values are 
included in the Total column to determine how many sessions of each 
length there should be for classes of the selected subjects and years. 
The values in the Total column can be explicit (e.g. 0, 1, 2) or you can 
enter M (meaning the maximum number possible). The longest session 
requirements are listed at the top and requirements are ignored if there are 
not enough periods to satisfy them. 
The global rule you are defining is summarised in the Action panel. It is 
necessary to select at least one year and one subject and to enter a 
requirement for at least one session length. If you do not select at least one 
year and one subject, the Action panel prompts you, as shown in the 
previous graphic. 
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The following graphic displays a global rule that has been set up. 

 

Session Allocation Modes 
The Allocation mode panel includes the following options: 

 Always override – select this radio button to ignore any existing 
session information for the clusters governed by the rule. All existing 
sessions of those clusters are converted to single sessions and then the 
rule is applied. 

 Preserve longer sessions - when any session requirement is applied, 
existing single sessions are used. However, longer sessions can be 
preserved by selecting this radio button. 

 Skip where defined - only existing singles are used to satisfy the rule 
being applied and all other session lengths remain intact. 

Applying Rules to Clusters with Linked Classes 
Clusters to which the session rules are to be applied are identified by year 
and subject. The Linked classes panel options determine how the subject 
is used. 

 Check main class only - the subject of the main class alone is 
checked, and the subject of any linked class is disregarded. 

 Check all links - if the subject of either the main or the linked class is 
one of the chosen subjects, the rule is applied. 

 Skip linked classes - only clusters consisting of a single class will be 
affected and all clusters containing a linked class as well as the main 
class will be ignored. 
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Defining Session Lengths Manually 
Before you can arrange session lengths manually, you will first need to 
identify the block to which a cluster belongs and then select the particular 
cluster to edit. 

Choosing a Block and Cluster 
1. Click the Block Browse button to display the Select block dialog. 

 

2. Select a Year from the list and then select from the list of Bands. 
3. Click the OK button. 

Details of the selected block cluster are displayed on the Sessions page. 
Select the cluster to display its details in the Attributes and Sessions 
panels as described in the following graphic. 
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Editing Session Lengths for a Cluster 
In the Sessions panel, click a blue session cell to increase its length and 
right-click the cell to decrease it. 
Alternatively, you can highlight a session by selecting it in the Attributes 
panel and then clicking the Increase or Decrease button. 

NOTE: The total number of periods for the cluster is not changed. To 
convert a single period session to a double period, another single period is 
used. 

 

For example, in the previous graphic, two of the three single periods for an 
Art class have been converted into a double period (D). 
Clicking on the double period again would make the Art class a triple period 
session (T). 
The sessions are ordered by size with the longer sessions first. If you try to 
increase the length of a session, a period will only be taken from a session 
lower in the list. In this example, clicking on the single period would not 
change it as there is no session below it to provide another period. 
The following graphic illustrates the way that session lengths are increased. 

 

Clicking either of the doubles periods would use up the single period, 
resulting in one triple period session and one double. 

 

More Information: 
Defining Session Lengths by Applying Global Rules on page 128 

Editing Session Lengths for Scheduled Clusters 

 

A blue cell displaying the session length of a cluster indicates that the 
cluster session has not yet been scheduled. 
A yellow cell indicates that the session has been scheduled. 
A light blue cell indicates that the session has been scheduled and locked. 
If any session has been scheduled and locked, session lengths cannot be 
changed. The lock(s) must be removed first. 
If a session has been scheduled but not locked, you can change the session 
length. The session will be unscheduled for the cluster concerned. 
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Implication for the Block 

 

The Block and Groups buttons enable sessions in a block and other classes 
to be changed. The field between the two buttons displays the current 
session requirement for the block. 

1. Click the Block button to display the Set Block Sessions dialog and the 
suggested new block shape. 

 

2. Click the OK button to accept the proposed new block shape. 
Unless the block is a linear one, it is not advisable to edit the suggested 
block shape. 
This routine only considers the session requirements of a cluster and does 
not examine the way that attributes have been assigned. 

NOTE: If the block or a cluster belonging to the block has been scheduled 
and locked, you will not be able to use this routine without first removing 
the lock. 

 

More Information: 
Defining Session Lengths by Applying Global Rules on page 128 

Editing Session Lengths After the Block Has Been Scheduled 
If a change of session lengths contradicts what has already been scheduled, 
then scheduled sessions will be deleted from the timetable. 
For example, if a block with two periods per cycle has been scheduled for 
two singles and you change the requirement of one class belonging to the 
block from SS to D, then this class will be removed from the timetable at 
the two single periods, although other classes in the block will remain 
scheduled. 
If the requirement for the block is changed from SS to D, the entire block 
will be deleted from the timetable at the two single periods. 
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If classes have been scheduled and locked, then it will not be possible to 
change their session requirements without first removing the lock. This is 
indicated by the session cell being red rather than blue. 

Manual Allocation of Resources to Class Sessions 
When you assign teachers, rooms or facilities to classes on the Classes 
page, Nova-T distributes these resources among the sessions of each class. 
However, it is sometimes necessary to allocate resources manually. For 
example, if a class with four periods in the cycle is arranged as a double and 
two singles has two periods with one teacher and two with another teacher, 
Nova-T is unable to decide which teacher should have the double and which 
should have the two singles. 
For this reason at least, you may sometimes need to allocate resources 
manually. 

 

 
Additional Resources: 

Assigning Facilities to Classes in the Entering and Editing Facilities chapter 
of the Analysis and Other Functions in Nova handbook 

 

More Information: 
Assigning Teachers to Classes on page 119 
Assigning Classes to Teachers on page 123 
Defining Session Lengths by Applying Global Rules on page 128 
Defining Session Lengths Manually on page 130 
Editing Session Lengths for a Cluster on page 131 

Assigning Resources to Classes 
It is possible to assign new resources to a cluster from the Sessions page. 

1. Click the + button to display the Select dialog. 

 

2. To add Staff, Rooms or Facilities, select the appropriate radio button. 
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Highlight the resource you require and click the OK button. The item is 
added to the Attributes panel. 

 

3. Click and drag the resource onto the session you require in the Sessions 
panel. 

 

4. Click the Assign button to assign attributes to the class sessions according 
to the following rules: 

 the planned attributes are allocated to all main class sessions before any 
link class sessions are considered. 

 the planned attributes are allocated to longer sessions before shorter 
ones are considered (e.g. doubles before singles). 

 if an insufficient number of the facility remains for a multi-period 
session, the session will be ignored and a shorter session will be 
allocated. 

NOTE: You can assign attributes to all clusters in a block at once (and then 
update the plan afterwards) by clicking the Update and Assign buttons 
while holding down the Ctrl key. 

Removing Resources from Classes 
To remove a teacher, room or facility assignment from the plan, highlight 
the item in the Attributes panel then click the Minus button. 
To remove a current allocation, click the Remove button then click and drag 
a teacher code from the Attributes panel onto the grey cell of the session 
you require in the Sessions panel. 

Removing Teacher and Room Assignments 
1. You can remove all attributes (teachers, rooms and facilities) from all 

sessions of a cluster by clicking the Remove button. This does not remove 
the resources from the plan. 
Hold down the Ctrl key and click the Remove button, to remove the 
attributes from all sessions of every cluster belonging to the block. 

2. Click the Update button. 
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Using the Verify Button 
There are several reasons why you may be unable to schedule a block. It 
may relate to the session lengths chosen for the block itself and for its 
clusters, or to the way that resources have been assigned to the clusters. 
Blocks which have been defined incorrectly and therefore cannot be 
scheduled are identified by selecting the All radio button on the Auto page, 
then clicking the Build button. Any blocks which fail to build are displayed in 
red as shown in the following graphic. 

 

The reasons for such failures can usually be discovered by highlighting the 
failed block, switching to the Sessions page and clicking on the Verify 
button. 
Three types of check are made for each group in the block: 

 The number of block periods required to accommodate all the sessions 
of a certain length or more. 

 How multiple-period sessions of each group may be accommodated in 
the block sessions. 

 Whether the ‘one session per day’ rule can be satisfied for each cluster 
belonging to each group in the block. 

All groups in the block must pass these tests, and the first two tests must 
also be applied to any resources (teachers, rooms and facilities) used in the 
block. 
The following examples illustrate the results of the checks that are made, as 
applied to the groups. 

 

 
Additional Resources: 

Scheduling Functions in the Using the Autoscheduling Facility chapter of 
the Maintaining Nova handbook 

Checking for Block Periods 

 

The example in the previous graphic shows that each group in block 13A 
requires 10 periods for the sessions of length 2 or more but the block has 
only 8 periods in sessions long enough to accommodate these. A failure 
message is displayed due to insufficient periods. 
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Checking for Block Sessions 

 

In this example, the graphic shows that Block 13B does not fail the period 
check when sessions of two or more are considered. Each group requires six 
periods for these sessions and the block does have six periods available. 
However, the number of sessions required are also checked. The two triple 
period sessions of the block can only accommodate two of the double 
periods of each group and so a ‘Session overflow’ message is displayed. 

Checking the Conformity to the One Session per Day Rule 

 

In this example, the graphic shows that the Art classes each have two 
double periods and the block has a quadruple period session. The two 
double periods will fit into the block’s quadruple period so there is no period 
or session overflow. However, placing two double periods of the same 
cluster into a quadruple session of the block implies that they must occur on 
the same day, and this violates the one session per day rule and so a 
‘Cluster Overflow’ message is displayed. 
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Introduction 
The purpose of the NCC page is to enable non-curriculum periods to be 
defined and scheduled for members of staff. These could include lunch 
breaks, blanking codes, meetings, PPA and non-teaching time. Student 
lunches remain part of the curriculum model. 

The NCC Page 

 

The upper part of the Non-class Codes page is divided into four sections, 
as indicated in the previous graphic: 

 Non-class Codes 
 Blocks 
 Sessions 
 Timetable 

Blocks created for non-class codes belong to a ‘dummy’ year (ncc) and 
cannot be seen or accessed in the Model, Classes, Sessions, Analysis or 
Bands page. However, they can be selected in the Blocks, Auto and 
Optimise pages. 

 

More Information: 
Using Blanking Codes for Part-Time Teachers on page 153 
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Understanding the Non-Class Codes Panel 
The NCC Section lists the non-class codes (NCCs) that have been defined. 
Below is a summary of the functions and information available in this 
section. 

Buttons 
 

+ Enables an NCC to be defined and added to the list. 

- Removes the selected NCC from the list. 

Column Headings 
 

Abbr Abbreviation for the non-class code, used for identification and 
display. 

Descr Description of the non-class code. 

PPA Used to record PPA protected time against a non-class code. 

Creating Non-Class Codes 
1. To create a new non-class code, click the + (Plus) button on the Non-class 

Codes panel to display Add/Edit Non-class code dialog. 
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2. Click the Add button to display the Add Non-class code dialog. 

 

3. Enter a Code and Descr (Description). If the non-class code is to be used to 
record PPA protected time, select the PPA check box. 

4. If you want this non-class code to be assigned as a Blanking Code, select 
the BLANK check box. 

5. If you want the minutes associated with this non-class code to be included in 
the Allocated column of the Teacher Hours report, select the Teacher 
Hours check box. 

6. Click the OK button. The new NCC is added to the list. 
7. Click the Add button again to add another NCC or click the OK button to 

return to the NCC page. 

Finding/Removing a Non-Class Code 
If you have a long list of non-class codes in the Add/Edit Non-class code 
dialog, it is useful to search for a specific NCC by using Find field. 

1. Select either the Code or Descr (Description) radio buttons. 
2. With the cursor in the Find field, type the first few letters of the required 

Code or Descr. The matching NCC is highlighted in the NCC list. 
It is not possible to delete a non-class code unless all references to it have 
been deleted first. 
Ensure that all blocks and sessions associated with the NCC have been 
removed. If you have not done this, the – (minus) button is greyed out. 
To remove an NCC, select it on the Non-class Codes panel then click the – 
(minus) button. 

Editing a Non-Class Code 
It is possible to change the code and/or description of all NCCs, except 
BLANK codes, and to record their PPA status. 
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1. If you wish to edit a non-class code, double-click the relevant code in the 
Non-class Codes panel to display the Edit Non-class code dialog. 

 

2. Edit the Code and/or description (Descr), if required. 
3. Select the PPA check box if the non-class code is to be used to record 

teachers’ PPA protected time. 
4. If you want this non-class code to be assigned as a Blanking Code, select 

the BLANK check box. 
5. If you want the minutes associated with this non-class code to be included in 

the Allocated column of the Teacher Hours report, select the Teacher 
Hours check box. 

6. Click the OK button. 
 

More Information: 
Deleting Blocks on page 145 

Understanding the Blocks Panel 

 

The Blocks panel lists defined blocks for the selected NCC. 

Buttons 
 

+ Enables a new block to be defined and added to the list. 

 Enables the selected block details to be edited. 

- Removes the selected block from the list. 

Clear Deletes all the blocks belonging to the selected NCC and their 
associated sessions. 
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NOTE: When a block is deleted, the assigned sessions are also deleted and 
any scheduled periods are removed from the timetable. 

 

More Information: 
Editing a Block on page 144 
Deleting Blocks on page 145 
Adding Blocks for a Non-Class Code on page 141 

Column Headings 
 

Sessions Indicates the length of the blocks sessions. For example, in 
the previous graphic, DS3 in the Sessions column indicates 
that the Block contains one double-length session and three 
single sessions. 

Type Indicates the period type of the block. In the previous 
graphic, 1 in the Type column indicates that the first block is 
designated as User 1, but the second block has no period 
type. 

Room The room(s) associated with the block. 

Staff The teacher(s) associated with the block. 

Adding Blocks for a Non-Class Code 
Blocks which serve a non-class code are very similar to other blocks on the 
curriculum plan, teachers and rooms can be assigned to them (though not 
facilities) and they can be scheduled in sessions of various lengths. When 
you have defined a NCC, you will need to create one or more blocks for it. 
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1. Highlight a non-class code in the Non-class Codes panel. 
2. Click the + button in the Blocks panel to display the Add/Edit Non-class 

Block dialog. 

 

The default settings in the previous graphic show that the block Name is the 
same as the description for the non-class code. Sessions is set to S (single) 
and Periods is set to 1 with no period type. 

 To change the name of the block, enter a new description in the Name 
field. 
The name of a block belonging to a non-class code does not need to be 
the same as the description of the non-class code and there can be 
several blocks with different names, if required. 

 To change the number of Sessions for the block, enter the appropriate 
letters or a combination of letters and numbers. The number and length 
of the sessions you specify is translated into a number of periods, which 
appears in the Periods field. 

 To select a period type, select the Specify Period Types radio button 
and select one of the radio buttons from the list (e.g. L-Lunch). 

 

Break Type of the Block Breaks that the block sessions are allowed to 
cross 

Soft None 

Medium Soft breaks only 

Hard Soft or medium breaks 

Day Soft, medium or hard breaks but not a day boundary 
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3. Type in a room, if required, or use the Browse button to find and then 
select a room. 
It is only of real value to enter a room here, if it is intended to use the same 
room for all, or for the majority of sessions within the block. Where different 
rooms are to be used for the individual sessions, it is more convenient to 
assign them in the Sessions section 

4. Select the teacher(s), to whom the NCC sessions will apply. To select more 
than one teacher hold down Ctrl while clicking on the required names to 
highlight them. 
By default the Staff available list is ordered according to the teacher code. 
Click the Descr radio button to sort the list by teacher name. 
It is possible to find a particular teacher by entering the first few letters of 
their code (or name) in the Find box. You can group together teachers 
associated with a chosen department by clicking on the Department button 
and selecting from the subject list the required department. If you do this, 
all the teachers belonging to the department appear highlighted at the top of 
the list. Once one or more of these teachers have been selected, the list 
reverts to being alphabetically sorted. 

5. Click OK to save changes and return to the NCC window or Cancel to return 
to the NCC window without saving changes. 

 

 
Additional Resources: 

Specifying Rules for Blocks Across Breaks in the Using the Autoscheduling 
Facility chapter of the Maintaining Nova handbook 

 

More Information: 
Assigning Rooms to Sessions on page 149 

Ignoring Period Types 
Period types are used to control where certain blocks can be scheduled, and 
most often, to arrange twilight time that is only available to particular 
classes. The period types associated with classes frequently have no 
significance for non-class codes, especially for blanking codes and codes 
used to arrange meetings. 
It is possible to make any non-class code block compatible with periods of 
any type, even when the period type mode is Exclusive. This is achieved by 
using the Specify Period Types and Bar Periods Explicitly radio buttons 
at the top right-hand side of the Add/Edit Non-class Block dialog. 

 

The default setting is Specify Period Types. In this example, the period 
type for User 4 has been selected, so that the non-class code can only be 
scheduled at periods marked as User 4. 
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More usually, a period type will not be specified for the NCC block, and it 
can be scheduled at any period that is not marked as Exclusive mode. 

 

The Bar Periods Explicitly radio button can be selected so that the NCC 
block pays no regard to the period type of any period, even when set to 
Exclusive mode. 
Instead, certain periods (white background), are available to the NCC block, 
and others (red background), are not. 
To mark periods as not available to the NCC block, click the timetable grid: 

 Click a day heading to bar all periods in the day. 
 Click a period heading to bar that period on all days in the cycle. 
 Click a period cell to bar that period. 

A second click reverses the setting to make the period(s) available again. In 
this example, the NCC block could not be scheduled on Monday or Tuesday, 
or any afternoon period, or on periods Thu 1 or Thu 2. This was achieved 
by clicking on the blue background headings labelled Mon, Tue, 5 and 6, 
and also on the cells for Thu 1 and Thu 2. 

NOTE: If the NCC block is a blanking code for a part-time teacher, the red 
cells are to indicate where the blanking code must not be placed – i.e. 
where the teacher is available to teach. 

 

More Information: 
Defining Period Types on page 36 

Editing a Block 
If you need to change details of a non-class code block, perhaps to add a 
room or another teacher, highlight the block and click the  button.  
The Add/Edit Non-Class Block dialog is displayed, and you can modify the 
requirements and attributes of the block as you wish. 

 

More Information: 
Assigning Rooms to Sessions on page 149 
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Adding and Deleting Rooms and Teachers 
Adding rooms and teachers to the block does not immediately affect the 
individual sessions listed for the block in the sessions section, and no 
change is made to the timetable either, if the block sessions have already 
been placed on the timetable. 
However, consequences may be seen when you highlight the block and click 
the Assign button to assign the rooms and teachers to the block sessions: 

 the rooms and teachers will be assigned to all the sessions belonging to 
the block 

 if a session has been scheduled at a period where the teachers and 
rooms are available, these will be added to the timetable 

 if a session has been scheduled at a period where any teacher or room 
is not available, the session will be deleted from the timetable. 

You should only add a room or a teacher to a non-class code block if you 
want the attribute to be attached to all sessions of the block. An alternative 
is to assign the teacher or room to a particular session. 
If a room or teacher assignment is removed from a block, the room or 
teacher is immediately removed from all sessions of the block and from the 
timetable if the sessions have been timetabled. 

 

More Information: 
Individual Assignment of Staff to Sessions on page 147 
Block Assignment of Staff to Sessions on page 147 
Assigning Rooms to Sessions on page 149 

Additional Changes to Non-Class Code Blocks 
All other changes to the properties of a non-class code are applied 
immediately to the block’s sessions. If the sessions have been scheduled 
and the new property results in a rule for a session being broken, the 
session is removed from the timetable. 
If a period type or break type is assigned to a block which is incompatible 
with the period at which the session is scheduled, the timetabled session is 
deleted. 
Sometimes, deletions from the timetable are unpredictable. If a block with 
three scheduled single-period sessions (S3) is changed to SS or DSS, one of 
the single-period sessions is removed from the timetable. If the one-per-day 
rule has been suspended, and two sessions have been scheduled on the 
same day, one of them is removed if you reinstate the one-per-day rule, but 
which one is not clear. 

Deleting Blocks 
There are two ways of deleting non-class code blocks: 

 Highlight the block and click the – button. This deletes the chosen block 
and all its sessions. 

 Highlight the non-class code and click the Clear button. This deletes all 
the blocks belonging to the non-class code, and all the sessions of these 
blocks. 
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The Ability to Reset the Block Window Layout 
The menu route available via Block | Reset Layout, facilitates the reset of 
the display on the Block window to the default settings. 

 

Understanding the Sessions Section 
Sessions Section Summary 

When a non-class code block is created, sessions are created at the same 
time, although teachers and rooms chosen for the block are not at first 
assigned to the block sessions. 

 
The sessions displayed in the third section of the NCC window belong to the 
block currently highlighted in the second section. 

Buttons 
The only button in this section is the Assign button, which assigns the room 
and any teachers entered in the Blocks section to all the individual sessions 
of the selected block. 
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Column Headings 
 

Len The length of the session (please see Understanding 
the Sessions Section on page 146). 

Period The period at which the session has been scheduled to 
start. 

 -- will appear if the session has not been scheduled. 

Room The room assigned to the session 

Staff The teachers assigned to the session 

Block Assignment of Staff to Sessions 
To assign the room and teachers associated with a block to all the its 
individual sessions, highlight the block and click the Assign button. This 
should normally be done before the sessions are scheduled. 

 

If a session has already been scheduled, and a teacher or room is 
subsequently assigned to it, the session will be removed from the timetable 
if the teacher or room is not available at the period concerned. 

Individual Assignment of Staff to Sessions 
It is sometimes appropriate to have different teachers (or rooms) assigned 
to different sessions of a non-class code. For example, a non-class code 
representing Library Supervision might be scheduled with a different teacher 
at each period on the timetable. 
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Teachers can be individually assigned to sessions, or they can be added to 
sessions individually after an initial assignment of rooms or other teachers: 

1. Right-click anywhere in the row of the session required. 

NOTE: If you click directly on a teacher or room code, more options are 
listed on the pop-up menu. 

 

2. Select Assign Teacher to display the Select dialog. 

 

3. Select the required teacher and click OK to return to the NCC window.  

NOTE: If the session is already scheduled at some period, then only 
teachers who are not already timetabled there will be listed in the Select 
dialog. 
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The selected teacher now appears against the session you chose, and in the 
Staff column of the block as well. 

 

If the session has already been scheduled, the teacher you assign to the 
session immediately appears on the timetable as well as on the list in the 
Sessions section. 
If teachers have already been assigned to one or more of the sessions, the 
additional teacher is added to the Staff list in the Blocks section. However, 
if teachers have not been assigned to any of the sessions, individually or on 
mass, any teachers listed in the Staff list of the Blocks section are 
replaced. 

Assigning Rooms to Sessions 
If a room has been allocated to a block, it can be assigned to all the 
sessions of the block by clicking the Assign button. 
Alternatively rooms, like teachers, can be assigned to individual block 
sessions. 
It is only possible to assign one room to each session, so any previously 
assigned room is replaced. If individual sessions of a block have been 
assigned to different rooms, these rooms appear in the Room column of the 
Blocks section. However, if you edit the block, only the first room appears 
in the Add/Edit Non-class Block dialog. 

 

More Information: 
Adding Blocks for a Non-Class Code on page 141 
Adding and Deleting Rooms and Teachers on page 145 
Individual Assignment of Staff to Sessions on page 147 
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Editing Assignments to Sessions 
Teachers and rooms assigned to block sessions can be replaced or removed 
in the same way that they can be added, by right-clicking the session 
followed by making a selection from the resulting pop-up menu. 
The options available from the menu depend on exactly where you click, and 
on whether or not the session has been scheduled, as illustrated in the 
following table. 
The items which may be offered on the menu are: 

 Assign Teacher – this adds the teacher you select to any already 
assigned to the session. 

 Assign Room – this replaces any room already assigned by the room 
you select. 

 Replace $ABC - this replaces teacher $ABC with the teacher you select. 
 Remove $ABC - this removes teacher $ABC from the session without 

adding another teacher. 
 Remove #XYZ - this removes room #XYZ from the session without 

adding another room. 
 Delete – this unschedules the session from the timetable. 
 Lock – this locks a scheduled session. 
 Unlock – this unlocks a scheduled session. 

 

Mouse pointer location Session not 
scheduled 

Session scheduled 

 

Point anywhere 

 

 

 

Point at a room 

 

 

 

Point at a teacher 
 

 

If a session has been scheduled, the same pop-up menus appear if you 
highlight the block to display its timetable, right-click the session’s cell in 
the Timetable section. 
If a session has been scheduled and is not locked, then the Lock option on 
all the pop-up menus has a secondary menu allowing you to choose Soft or 
Hard lock. 
If a session has been scheduled and locked, then all the pop-up menus offer 
Unlock in place of Lock, and Delete is greyed out. 
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Understanding the Timetable Section 

 

Timetable Section Summary 
This section is used to schedule the non-class code sessions belonging to a 
chosen block, either one at a time, by "click and drag", or all at once, by 
clicking on the Schedule button. 
The timetable grid is made up of the days and periods as displayed in the 
Cycle window. It shows where selected Sessions can be and have been 
scheduled. The orientation of the days and periods can be changed using 
the Yin/Yang symbol in the Cycle window. 

Buttons and Other Controls 
 

Schedule Schedules all the individual Sessions of the selected 
Block 

Unschedule Removes all the scheduled Sessions from the timetable. 

• Indicates when scheduling is in progress. When the 
clock is black and the hands are turning, scheduling is 
taking place; when the clock is greyed out and the 
hands are not moving, scheduling has finished. 

Abort Stops the scheduling process before it has completed. 

Auto-lock on 
schedule 

A check box to ensure that Sessions are automatically 
locked (with a hard lock) when placed on the timetable. 
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Timetable Grid Colours 
 

Yellow A session of the selected block has been scheduled at this 
period 

Blue-Grey A session of the selected block has been scheduled and 
locked at this period 

White During click-and drag: the selected session can be 
scheduled at this period. 

Red During click-and drag : the selected session cannot be 
scheduled during these periods, for one of the following 
reasons: 

A required teacher or room is not available at this period. 

The period type does not match the type of the block. 

The session you are attempting to schedule cannot cross a 
break following the selected period. 

Scheduling a Single Session 
1. Highlight the required block. 
2. In the Sessions section, click the session to be scheduled, and while 

holding down the cursor and dragging it onto the required period on the 
timetable grid. 

 

The red cells in the diagram above indicate that the session cannot be 
scheduled at those periods. For example, the session is for a double-period 
which cannot cross the breaks which follow periods 2, 4 and 6 on each day. 
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Here, the session has been scheduled on Wednesday period 1. 

 

The starting period of the session is displayed in the period cell of the 
Sessions section. 
Attributes (teachers and rooms) assigned to the session are displayed on 
the timetable. 

Editing Timetabled Classes 
Methods of editing sessions (adding, replacing or removing teachers and 
rooms) have already been described. 
If sessions have been placed on the timetable, right-click the timetable cell 
can be used in place of a click in the appropriate row of the Sessions 
section, and the same pop-up menus will be offered according to whether 
you click directly on a teacher or room code, or on an empty space in the 
cell. 

 

More Information: 
Editing a Block on page 144 
Block Assignment of Staff to Sessions on page 147 
Individual Assignment of Staff to Sessions on page 147 
Assigning Rooms to Sessions on page 149 
Editing Assignments to Sessions on page 150 

Using Blanking Codes for Part-Time Teachers 
Blanking Codes control the periods that can be used by the system when 
scheduling the timetable. 
A default non-class code - Abbr "BLANK", Descr "Blanking Code" – will 
already have been automatically set up and will appear in the non-class 
codes list. 
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You should create a block for each of the teachers and/or rooms requiring 
blanking codes (please see Adding Blocks for a Non-Class Code on page 
141), assign the teacher or room to the sessions belonging to the Block 
(please see Block Assignment of Staff to Sessions on page 147) and 
schedule the sessions in the usual way. Scheduling can either be carried out 
manually (for example, if a particular teacher must have certain periods off) 
or automatically (perhaps a part-time teacher needs a half day off, but it 
does not matter when it is). 

 

 
Additional Resources: 

Specifying Rules for Blocks Across Breaks in the Using the Autoscheduling 
Facility chapter of the Maintaining Nova handbook 

 

More Information: 
Inserting an Extra Period on page 46 
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checking for 
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