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1. Introduction

This is a policy for a ‘maintenance window’, which is a regular weekly period of time which should be used when scheduling planned outages to services. The maintenance window is not intended for emergency work or to impact on the timing of response to critical and significant incidents.  
2. Scope
2.1 Where possible, work scheduled that requires a disruption to a service should be timed to occur during the maintenance window. 
2.2 The maintenance window for forward facing student systems is between the hours of 5am and 8am on Thursdays.

2.3 The maintenance window for non-forward facing systems is between the hours of 6pm and 8pm on Wednesdays.
2.4 Approval may be obtained from Change Advisory Board to schedule planned outages to a service outside of these parameters.

3. Out of Scope

3.1 This policy is not intended to impact upon or alter the scheduling of urgent maintenance work.

3.2 Other planned service interruptions may also occur outside of this period due to timing or service critical factors.  These outages would require the appropriate approval as deemed suitable by the Change Advisory Board.

4. Objectives and Background
The maintenance window is not intended for emergency work or to impact on the timing of response to critical and significant incidents.  Other planned service interruptions may also occur outside of this period due to timing or service critical factors. The maintenance window is intended to guide the timing of when scheduled service disruptions occur, it is not intended to significantly affect the frequency or duration of service disruptions.
The positive outcomes in having a maintenance window are:
· An understanding can be developed within the university community of when scheduled service interruptions are most likely to occur, leading to reduced inconvenience, easier planning and acceptance of scheduled service disruptions;

· Increased consistency in the delivery of services is achieved by using a well known period for service disruptions;

· Staff undertaking work leading to planned service interruptions have regular window that they can work towards in their planning;

· The number and frequency of out of hours time where staff are required to contribute to these activities (both technical, service and systems staff) is reduced due to a general concentration of out of hours work into a well known period during the week.
This periods are suggested because:

· They provides the opportunity to plan for and then undertake out of hours work, with two/three days left remaining in the week to respond to ongoing issues or related activities that might arise as a result of planned maintenance work;

· It targets times that have been observed to be a time during the day whereby normal business hours activity is reducing, and distance students use of facilities is relatively low.

· It provides for the following Thursday and/or Friday to engage with vendor support if required, when compared to undertaking these activities on a Friday or over the weekend.

· It is fairer on staff undertaking out of hours work in that it does not impact on Friday evening or weekend personal time, and is at a time during the day that least disrupts staff personal time;
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