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Charles University, Faculty of Social Sciences   

Institute of Political Studies 

 

 

Notice of Director no. 4/2025 

 

 

Title: 

Establishing Rules for a Shared Calendar of IPS FSV UK 

(replaces Notice of Director no. 6/2014 for a Shared Calendar of IPS FSV UK) 

 

 

In Prague on 14. 3. 2025 

PhDr. Petr Jüptner, Ph.D. 

Director of the Institute  

 

The shared IPS calendar is used to inform staff members about activities at the 
institute. The Notice regulates access to the calendar, defines responsibilities, and 
clarifies the format of event entries. 

 

1) General instructions 

Access 

You can access the IPS Google Calendar at: 

a) the link https://bit.ly/kalendarIPS or 

b) on a Google account. 

Access rights 

Heads of departments, deputy heads, guarantors of study programs, coordinators of 
study programs, CDS management, the secretariat, and a PK representative must 
have access to edit the IPS calendar that is accessible by their Google account login. 
Other individuals who request access may also be granted it. 

Users of Google services can import the IPS calendar into their personal Google 
calendars. 

https://bit.ly/kalendarIPS
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2) Holders of access rights are responsible for entering the following data 
into the calendar: 

Heads of departments 

- meetings of departments 

- organized summer schools and conferences 

Guarantors of study fields and doctoral study, coordinators of study fields  

- dates of state final exams 

- meetings of subject-area boards 

Head administration of CDS: 

- dates of doctoral state exams 

- dates of defense proceedings 

- dates of orientation week 

Secretariat 

- dates of admission process 

- dates of graduation ceremonies and matriculations 

- dates of IPS management meetings 

- dates of open days 

- and others 

All staff members of IPS FSV UK 

- all key events and activities arising from their responsibilities 

 

3) Format of entries 

Each entry should include the event/meeting name, date, start time (and end time if 

known), and location (Jinonice Campus, room number). For events with specific 

participants, the organizer should send invitations to faculty emails using the “invite 

guests” option. In the “invitation” field, a brief description should be included and, if 

applicable, a link to the event website, Google Drive, or other relevant resources 

depending on the type of event. 

 

4) Reporting events and linking with the FSV calendar 

If an event is subject to reporting under Dean’s Measure no. 11/2024 (Rules for 

reporting and approving events held in FSV UK buildings, including the organization of 

student activities), it must first be reported before being added to the IPS calendar. In 

case of any uncertainties, the situation can be discussed with the PR coordinator. 

If the event is open to students or academic staff members outside IPS, the secretariat 

will, upon the organizer’s request, ensure its posting in the FSV calendar. 

https://fsv.cuni.cz/sites/default/files/uploads/files/SOVVK_005_001_Pravidla_pro_ohlasovani_a_schvalovani_akci_na_FSV_UK.pdf
https://fsv.cuni.cz/sites/default/files/uploads/files/SOVVK_005_001_Pravidla_pro_ohlasovani_a_schvalovani_akci_na_FSV_UK.pdf
https://fsv.cuni.cz/sites/default/files/uploads/files/SOVVK_005_001_Pravidla_pro_ohlasovani_a_schvalovani_akci_na_FSV_UK.pdf
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5) Attachments 

Instructions for editing calendar 

1) enter the address https://www.google.com/calendar/  

2) sign up  

3) in the left sidebar, select the IPS FSV UK Calendar so that it is highlighted 

4) click on the required date and, in the Calendar menu, select the IPS FSV UK 
Calendar 

5) create a new event or task 

 

 

Sample of an entry format 

Name: Meeting on editorial systems 

24. 10., 9:30 – 10:30; C628, Jinonice Campus, U Kříže 8 

Send invitations to participants by clicking on their email addresses in the calendar. 

In the “Add rooms or location” field, find Jinonice Campus, U Kříže 8… and then add 

the room number before the address. 

In the “Add description” field, you can include points of the meeting or provide a link 

to supporting materials, if available. 

 

 


