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In Prague on 27. 1. 2026  

      PhDr. Petr Jüptner, Ph.D.  

      Director of the Institute 

1. Consultation Hours  

Consultation hours are scheduled in accordance with the periods specified by the FSV 
Academic Calendar for the given year, during both the teaching and examination periods. 

Consultation hours are scheduled by all academic staff, lecturers, as well as doctoral 
students and external staff who participate in teaching during the given semester. 

Consultation hours are scheduled as needed, but at least to the following extent: 

Minimum volume of 
consultations – academic 
staff, lecturers  

workload 1  80 minutes a week  

workload 0.75 60 minutes a week 

workload 0.5 40 minutes a week 

workload 0.25 20 minutes a week 

Doctoral students, external 
staff  

share in teaching  1 hour a month in a given 
semester  

 

In the event of leave, a business trip, or sick leave, the staff member must notify the head 
of department, cancel the consultation hours, and arrange for the cancellation to be 
announced on the IPS website through the department secretariat. 

Consultation hours always take place in IPS buildings where staff members carry out their 
teaching. 

https://fsv.cuni.cz/en/study/forms-manuals-and-regulations/academic-calendar
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Presence during scheduled consultation slots is not dependent on student reservations. 
Even if a student does not sign up through the module, staff members are required to be 
present in their office. 

A staff member is required to increase the number of consultation hours scheduled if 
their work duties (as determined by the head of department) require that. 

2. Office Hours  

Office hours are scheduled in the same manner as consultation hours, during both the 
teaching and examination periods. 

During the absence of the director or heads of departments, office hours will be 
scheduled by the deputy head or deputy director. 

minimum allocation - director  one hour a week  

heads of departments  one hour a week 

guarantor/coordinator of the program  one hour a week 

secretariat one hour a week 

alumni, internships  one hour a week 

 

3. Scheduling of Consultation and Office Hours 

Consultation hours are scheduled only through the Appointment Schedule1 in Google 
Calendar. 

Instructions are available on the faculty website . 

For IPS, the following principles apply when scheduling consultation and office hours 
(beyond the scope of the manual):  

- The event name is always either Consultation or Office Hours. 
- The minimum notice period for canceling Consultation/Office Hours by a student 

is 24 hours. 
- Do not limit availability by connecting the IPS calendar (for these purposes, use 

the calendar Public holidays for consultations). 
- The meeting format is always set to “in person.” Online meetings are only possible 

by prior arrangement and are not the default option. 

 
1 The appointment schedule is a Google Calendar function that enables the creation of meeting slots 
where other users can sign up. 

https://fsv.cuni.cz/en/staff/it-department/booking-consultation-and-office-hours
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- Teachers, staff members, and doctoral students should place a link to their 
Personal page2 in their profile on the website. 

The complete consultation and office hours are posted on the website 
konzultace.fsv.cuni.cz . 

 
2 A personal page refers to a page with a permanent link that includes a link to the scheduled meetings. In 
cases where both consultation hours and office hours are listed simultaneously, it refers to the page 
containing both options. 

https://konzultace.fsv.cuni.cz/en/

