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Course coordinator checklist

0. Fundamentals
L] Revise the course syllabus (if needed).

[ Revise the course literature list (if needed).
1. Before the course
[J Settle the coming term’s teaching team composition.
L] Organize a teaching team meeting to plan the course.
[J Submit a preliminary course hours report to the Director of Studies.
[J Schedule the course and make room bookings through TimeEdit.
[ Prepare the course page on Canvas.

[J Send course-specific questions for course evaluation to the Student Office (if
needed).

2. During the course
[J Organize the course introductory meeting.
[ Ensure that needs of students with pedagogical support are accommodated.
[J Organize an unsupervised in-class course evaluation session.
[ Process student complaints (if any).
[ Process suspected cases of plagiarism (if any).
3. After the course
(] Submit a final course hours report.
L] Report course grades to LADOK.
[1 Disseminate course evaluation by students with the teaching team.
[ Collect teaching staff input for course evaluation report.

L] Prepare and submit the course evaluation report to the LU Box.



0. Fundamentals

0.1. Revising the course syllabus

The syllabus is the core of the course, and the first step in the course preparation
process is to make sure the syllabus is in order. The most important aspects are the
learning outcomes and how the course is graded. Your task as a course coordinator
is to make sure that your plans for the course comply with the course syllabus. It is
also a good idea to check that the syllabus structurally conforms with the latest
university guidelines (in Swedish) and faculty guidelines.

In case you deem it necessary to change the course syllabus, different procedures
apply depending on the nature of proposed changes.

In case changes in the course syllabus include:

changes to the course title;

changes to the number of credits;

changes to the grading scale;

substantial changes to the content (i.e., changes in the ILOs);
change of the main field of study;

change of the study cycle;

changes to admission requirements and prerequisites,

syllabus revision entails a new course code. In practice, this means establishing a
new course that requires preliminary approval by the Faculty’s Course syllabus
committee. Guidelines and deadlines for establishing courses and approving course
syllabi at the Faculty of Social Sciences are available here.

Changes that are not listed above may be introduced into the course syllabus without
changing the course code. In such cases, the Department Board makes the decision
on the revised course syllabus. Department policy for course syllabi revision is
available here.

The University has developed a Handbook for writing the course syllabi (currently
in Swedish) which is available here.

According to the List of Rights for Students at Lund University, course syllabi are
to be available at the latest on the day the application period opens for the course.
Thus, it is important to start the work on the course syllabus in a timely manner to
allow sufficient time to complete all the stages in the decision-making process.

If you would like to change a syllabus for the course, you need to observe the
following deadlines':

o for fall semester courses, revised course syllabi need to be approved latest
at the March meeting of the Department Board for courses only open for
applications in the Swedish national round and October meeting of the
Department Board in the preceding year for all other courses;

o forspring semester courses, revised course syllabi need to be approved latest
at the September meeting of the Department Board for courses only open
for applications in the Swedish national round at the March meeting of the
Department Board in the preceding year for all other courses.

1 Exception is made for courses offered only within degree programmes (i.e., not available as
freestanding courses). For such courses, revised course syllabi are to be approved at the
latest 8 weeks before the start of the course.


https://www.medarbetarwebben.lu.se/sites/medarbetarwebben.lu.se/files/2023-10/Tillampningsforeskrifter-gallande-kursplaner-for-grundniva-och-avancerad-niva-vid-lu.pdf
https://www.sam.lu.se/sites/sam.lu.se.en.internal/files/instructions-for-course-syllabi-at-the-faculty-of-social-sciences-2017.pdf
https://www.sam.lu.se/en/internal/sites/sam.lu.se.en.internal/files/2023-08/Procedures%20for%20establishing%20courses%20and%20approving%20course%20syllabi.pdf
https://lu.box.com/s/uhq5ydeqqh7f24uby5lxvpjc4k8fuhfy
https://lu.box.com/s/cnri9atjtycia6hfxook71ikmentevyy
https://lu.box.com/s/q5yocxa23bujpvazm7rlyfzr4hvmu7b2

0.2. Course literature list revision

Formalities

Much more common than syllabi revisions are changes to the course literature. If
you want to revise the course literature lists, you need to submit the proposed
literature list revision to the Department Board using this form. General guidelines
(including the format requirements) and procedures regarding literature lists at the
Department are available in this document.

Literature lists have to be made available to students no later than eight weeks before
the start of the course. To ensure that, we established the following deadlines for
approving literature lists revisions at the Department:

o for fall semester courses, revised course literature lists should be approved
latest at the May meeting of the Department Board in the preceding spring
term,

o for spring semester courses, revised course literature lists should be
approved latest at the November meeting of the Department Board in the
preceding fall term.

Reminders about the submission of revised literature lists are sent by the Director of
Studies. In exceptional cases, you may request the extension of this deadline by
contacting the Director of Studies.

Things to consider

As a rough rule of thumb, students should read about 1000 pages for a 7.5 ECTS
bachelor-level course and 1250 pages for a 7.5 ECTS master-level course. The type
of literature in a master-level course should also be more specialized/advanced than
at the bachelor level.

Is this a rule set in stone? No. In a methods course, for example, a single book might
be all that students will need, or have time, to absorb. In other courses, a great deal
of reading material might be required. If you are thinking of significantly diverging
from the suggested page count above, you should discuss it with your teaching team
and the Director of Studies.

Apart from the thematic content and page count of the proposed literature, you
should take into account a diversity of perspectives (and author backgrounds), for
example critical approaches and consideration of gender (im)balance, geographic
diversity, etc. Also reflect on the age of the proposed books, cost, availability, type
(reading articles might be more demanding than reading textbooks).

It is also key to check availability of texts for students — online or at the library. For
instance, it is good to check:

e whether books are currently available at the publisher;

e whether a newer edition of a book is available;

e whether a book is available as an e-book (preference should be given to
books that are available as e-books);

e whether articles are available online in full text (e.g., via LUBsearch);

e how necessary a book is to include in the course literature and whether it can
be substituted with an article. Try using at least two thirds of each assigned
book within the course, as students often find it expensive to buy books.

Faculty library has a checklist for selecting course literature. If you have other
questions, you can always contact the Department librarian — Daniella Nilsson.



https://lu.box.com/s/ty62saociyztf1hmhukerhuurdsepuz2
https://lu.box.com/s/cdsx5chwleism66bdn2yc40sna4jeher
https://lubsearch.lub.lu.se/
https://lu.box.com/s/3wd4cm8xnpjnq9aj2ed5jbg208bpm9nd
mailto:daniella.nilsson@sambib.lu.se

Reading guidelines for students

Students often find it difficult to navigate literature lists. Therefore, it is
recommended that you prepare a separate document which presents the reading
guidelines, i.e., which items in the literature list are expected to be read for which
teaching moment.

This document is not mandatory and does not have to be passed through the
Department Board.



1. Before the course

1.1. Teaching team composition and preliminary hours report

Compiling the teaching team

Once you have your course coordinator role confirmed, you can start reaching out to
individual teachers to compile the course teaching team. In selecting teachers for the
course, you should always prioritize teachers from the Department. Any external
engagement should be approved by the Director of Studies.

If you are planning to engage teachers from other departments at LU, it is important
that you inform the Director of Studies at the Department as soon as possible so that
interdepartmental staff “loan” can be arranged in Retendo.

If you are planning to engage teachers from outside LU, it is instrumental that you
discuss this with the Director of Studies as early as possible. Engaging external
teachers might require establishing an employment contract with them to make sure
that their work is properly arranged and fairly compensated. Doing this after the fact
requires additional work for the Department and our HR officer at the Faculty.

If you are unsure whether certain teaching competences are available within the
Department and/or you struggle to find a teacher for your course, you should as early
as possible contact the Director of Studies.

Planning the course
Once the teaching team is compiled, you are expected to arrange a meeting with the
course teachers. This meeting has two goals.

The first is to discuss how the course should be organized, how results of previous
course evaluations should be accounted for in the new iteration of the course, etc.

The second is to plan individual teachers’ contribution to the course (teaching
activities, grading responsibilities, etc.). This should include reaching out to teachers
and checking their availability. While doing this, you should take into the
consideration the Department Policy for calculating clock hours for various teaching
activities.

Once the details of teaching contributions are finalized, you are expected to fill in
the preliminary hours report form and send it to the Director of Studies for approval.
In the form, you just add actual hours for various types of teaching activities, and it
will convert those into clock hours. Please note that the introduction meeting is
part of the course coordination hours.

The deadline for sending preliminary hours report for fall semester courses is May
15™ and for spring semester courses — December 15™.

1.2. Course schedule: TimeEdit and Canvas

University regulations for course schedules
Basic parameters for scheduling teaching activities are summarized in the List of

Students’ rights:

e teaching should not be scheduled on Saturdays, Sundays and public
holidays (including ‘klamdagar’ as well as Thursday before Easter holiday)
or after 18:00 unless teaching is conducted at places that are only accessible
on these days or after 18:00, such as at museums and on excursions;


https://lu.box.com/s/ezzzxw34c97s2zagxgfn93m0piztajy1
https://lu.box.com/s/ezzzxw34c97s2zagxgfn93m0piztajy1
https://lu.box.com/s/ffeadi1yo20l66meixwahrm47aouv8za
https://lu.box.com/s/q5yocxa23bujpvazm7rlyfzr4hvmu7b2
https://lu.box.com/s/q5yocxa23bujpvazm7rlyfzr4hvmu7b2

exams and mandatory course components (including re-examinations) are
not to be scheduled later than one week after the end of the spring semester
or earlier than three weeks before the start of the fall semester;

course timetables and dates and times of exams (including re-examination!)
should be communicated to students at least one month before the start of
the course?;

once a course is underway, changes may only be made to the timetable if
unforeseen events occur or in agreement with students. If a cancelled
teaching session entails a risk that students will not achieve intended
learning outcomes of the course, it is to be replaced with a satisfactory
alternative.

What needs to be included in the course schedule
The course schedule should clearly communicate the following information:

dates, timeslots, and rooms? for all teaching activities;
teaching moments that are mandatory to attend;
deadlines (date and time) for all examination moments;

deadlines for (at least) the first two re-examination opportunities. The first
re-examination opportunity (for all course assignments) should be scheduled
within 5-7 weeks after the course is finished. The second re-examination
opportunity should be scheduled within a year after the course is finished,
unless specified otherwise in the course syllabus. The recommendation is to
schedule the second re-examination opportunity in the second half of August
for fall courses and the second half of January for Spring courses.

Making room reservations

From fall 2023, room reservations are made in TimeEdit. The Department uses its
own booking portal, which is separate from the booking portal for the Faculty of
Social Sciences.

To make a room reservation, do the following:

1.

2
3.
4
5

go to https://cloud.timeedit.net/lu/web/lugem1/;

click on Room booking/Boka och bestéll lokaler;
in Building/Hus choose Geocentrum (Hus 1);
click on the date for which you would like to make a room reservation;

fill in the room reservation form:

e

in User/Hyrestagare use 25303 1;
b. in Room booking activity/Webbokningsaktivitet choose Teaching;

c. in Contact/Kontaktperson choose yourself (this is important in case
there is a need to swap rooms);

d. in Title/Titel put the course code and type of a teaching activity
(lecture/seminar).

2 The first reexamination should be scheduled 5-7 weeks after the course finishes.

3 Or clear indication that a teaching component takes place online.


https://cloud.timeedit.net/lu/web/lugem1/

When booking rooms, please be considerate. Try to avoid booking rooms that
have a higher capacity than the (expected) number of students on the course.

Please note that it is not the responsibility of the admin team at the Department to
assist you with the room bookings at Geocentrum.

Booking rooms outside the Department
In case there are no appropriate rooms available at Geocentrum, you can contact the
Student Office at the Department.

Booking rooms for in-class written exams

If your course examination includes an in-class exam (salstentamen), it is important
to contact the Student Office at the Department as early as possible (but no later than
April 15th for fall semester courses and October 15™ for spring semester courses®)
to arrange it.

1.3. Course Canvas page

We do not have a standard Canvas template for our courses. Yet, we require that
certain information is published on the course page at least one month prior to the
start of the course:

e name and contact details of a course coordinator and other course teachers
(make sure that all teachers have access to the course page®);

e most recent version of the course syllabus and the literature list. These are
available at https:/kursplaner.lu.se/web/index.html. You can publish the
PDF versions of the syllabus and literature list or just a link to the document
in the online database;

e information about examination (number of assignments/examination
moments and assignment grading scales);

e course schedule; unfortunately, the Department doesn’t have the integration
with TimeEdit as scheduling tool, so you can publish the course schedule as
PDF and/or use scheduling tool in Canvas (recommended);

e submission pages for course assignments (incl. first two re-examinations).

1.4. Send course-specific questions for the course evaluation

According to the Department’s course evaluation policy, you have an opportunity to
add up to two course-specific questions to be included in the course evaluation

4 Note that these deadlines are dependent on the deadlines set by the central Coordinated
Examination Service at LU, so these should be strictly observed.

5 You can easily add teachers by using the tool “+People” in the People tab on the course
page on Canvas. You need to put the Teacher's email address, and choose a role Teacher
or Course Staff (fo make sure that added teachers could use the whole functionality of a
Canvas page).

Announcements &
+ Group set
Assignments
Discussions

Grades

Peopl


mailto:expeditionen@keg.lu.se
mailto:expeditionen@keg.lu.se
https://kursplaner.lu.se/web/index.html
https://lu.box.com/s/mmgn1e3kj8d2wbinvd2xlveqfstp5a8a

survey. This can help you to get feedback from students which is particularly
relevant for you as a course coordinator. This is particularly important if you are
intending to remain the course coordinator for future iterations of the course. You
can opt for multiple-choice questions and/or open questions.

If you would like course-specific questions to be included in the course evaluation
survey, you should contact the Student Office before the course starts.

10
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2. During the course

2.1. Course introduction: some pointers

There should be an introductory meeting or class scheduled for all courses which
involves a brief overview of the learning outcomes and structure of the course,
course schedule, readings, examinations (including how grades for different
assignments are combined into the final grade) as well as what students can expect
from you and what you expect from them.

While it is up to you how to organize this meeting, here are some ideas about what
this meeting could cover:

e introduce yourself as a course coordinator and to get to know the students
better. It also helps to briefly introduce the teaching team and their areas of
competence and role in the course;

e for courses that are part of a programme, it is helpful to position the course
within the broader context of the programme. Identified linkages to previous
as well as upcoming courses may help students to understand the role of the
course for their learning;

e make students aware of where they can find literature, especially if any texts
are difficult to find;

e present the course's attendance policy (which components are mandatory to
attend and what are the possibilities for making up for not attending those);

e go through examination moments and their deadlines (including deadlines
for re-examinations); if possible, try to position different assignments with
respect to the course intended learning outcomes; also, this is your chance
to clarify to the students that we are not obliged to grade assignments
(including re-examinations) that are submitted outside of the scheduled
submission opportunities;

e you should also explicitly discuss plagiarism and how to avoid it. This is
also a good time to mention our automated plagiarism control system
Ouriginal.

Note that it is the Department (and the Faculty's) policy that course coordinators
must explicitly tell students what they have adapted in the course since the previous
iteration, in order to highlight the importance of student feedback and course
evaluations.

2.2. Accommodating the needs of students with pedagogical support

Sweden has a national disability policy to ensure equal opportunities for everybody.
In recent years, we have seen an increasing number of students that apply for
pedagogical support because of their health condition (e.g., reading and writing
difficulties/dyslexia, physical disabilities, hearing and vision impairment,
neuropsychiatric disabilities, mental health conditions or chronic illness, etc.).

Many forms of pedagogical support are arranged centrally at the University® and do
not concern your work as a course coordinator. One of them, however, has direct
implications for your work — exam support. In practical terms that implies a student’s
right for extended deadlines and/or special arrangements during in-class exams.

8 You can read more about it here.

11


https://www.lunduniversity.lu.se/student-life/before-you-arrive/students-disabilities

Note that, per LU regulation, short-term injury or illness is not covered by
pedagogical support. Thus, we are not obliged to extend deadlines for students if
they get sick. In case of short-term injury or illness, students, who are not able to
submit their papers and/or attend classes at regular times, should be directed to re-
examination opportunities.

It is important to remember that it is a student's responsibility to apply for
pedagogical support. Unless there is a formal decision made by Disability Support
Services at LU, we are under no obligation to make any special arrangements for
students.

If a student receives a recommendation for exam support, they must notify the study
advisor at the Department, who, in their turn, will inform you about the decision.
Note that the student needs to notify the Department about the recommendation for
pedagogical support no later than two weeks before the exam in question.

Requests for special examination arrangements (e.g., extended deadlines or special
arrangement for in-class exams) are always subject to approval. As a course
coordinator (and, thus, a course examiner) you have the last word on whether to grant
the request. Sometimes, the student’s wishes and Disability Support Services’
recommendations are incompatible with the learning outcomes of the course and
cannot therefore be granted.

2.3. Processing suspect cases of plagiarism

Dealing with cheating and plagiarism is a hard and sometimes painful experience for
everyon involved. It is also a necessity: as employees at LU, we are in fact obliged
to report suspect cases regardless of the motivation of a student and willingness of a
teacher to fail a student for plagiarism — or not.

General LU regulations about what is considered as plagiarism and how it should be
dealt with are available here. Extensive information about dealing with plagiarism
and other disciplinary matters is available here.

When you (or one of the teachers on the course) suspect that a student has plagiarized
(or cheated in some other way), the following procedure applies:

1. notify the Director of Studies (without discussing it with a student);

2. set up meeting with a student (usually between you, the Director of Studies,
and the student, but sometimes only you and the student — it is up to you);

3. if the meeting does not lift the plagiarism suspicion, you need to submit the
plagiarism report here’. This should be done as soon as possible after the
noted offence. The Director of Studies as well as admin team at the
Department will assist you with compiling required information;

4. you may be requested to submit additional information by the assigned case
officer;

5. you will be called to an oral hearing about the case. This may be many
months after the report was sent;

6. you will be informed of the rendered decision.

7 For government authorities the official language is Swedish and therefore the report is
always to be filed in Swedish. Please observe however that if the student does not speak
Swedish, the description of the circumstances in the report form needs to be in both Swedish
and English.

12


https://www.staff.lu.se/sites/staff.lu.se/files/guidelines-and-regulations-on-plagiarism-in-first-second-and-third-cycle-education-at-lund-university_0.pdf
https://www.staff.lu.se/research-and-education/education-support/disciplinary-matters
https://portalbas.adm.lu.se/anmalan-om-misstankt-vilseledande

While the investigation is ongoing, the student continues their studies normally.
However, the assessment of the assignment that is subject to plagiarism suspicion
should be delayed until the question of whether the student is guilty of a disciplinary
offence has been decided.

This task of reporting suspected plagiarism is considered highly important. We
realize that writing a report and participating in a hearing are very time-consuming
tasks. Therefore, if you decide to go on with the process, the compensation hours
can be negotiated with the Director of Studies.

2.4. Processing student complaints

It is actually relatively rare, but it does happen that students complain about what
happens in a course to the point when it is hard to know what to do. LU rules for
processing student complaints can be found here.

The Faculty has set up a common process map for processing student complaints, so
both students and teachers know their options.

Event that gave rise to the
student’s complaint.

The student

and the The s
The student contacts the TR is closed.
Ie.cturer concerned, the course e e
director or the programme et
director where applicable. At any time
during the
process, the
student can
contact the
The student* contacts the The matter The case Social Sciences
director of studies or is resolved. is closed. Students’
equivalent. union, the
student
representative
or the
department’s
The student® contacts the head The matter The case study advisor
of department or equivalent. is resolved. is closed. for support and
guidance.

The dean The student
responsible for is notified of
educational the decision
issues and the head

The dean responsible for
educational issues at the
faculty is contacted with
written  documentation
from the student.

investigates of

department
and director
of studies are
informed.

and takes a
decision on the
case.

*The lecturer or the Director of studies concerned can also choose to take
unresolved issues to the next level.

Please note that even though the participation of the Director of Studies is not
necessitated at the early stages, it is always a good idea to keep them in the loop.

This procedure above does not cover the following cases that you might potentially
encounter in your role as a course coordinator:

13


https://www.staff.lu.se/sites/staff.lu.se/files/2023-05/Guidelines-on-handling-complaints-from-students-concerning-first-second-and-third-cycle-studies-at-Lund-University.pdf

cases dealing with discrimination or harassment (information on where to
turn for these issues is available here);

plagiarism cases (they are to be processed by the University disciplinary
board; the workflow in this case is summarized in the previous section);

complaints about grading (information about grading complains is
summarized in Section 3.2.).

14


https://www.staff.lu.se/employment/work-environment-and-health/victimisation-and-harassment

3. After the course

3.1. Final hours report

As soon as the course is over, you should fill in the final hours report form and send
it to the Director of Studies. Any deviations from the preliminary hours report should
be explained in brief when submitting the document. Please note that the
introduction meeting is part of the course coordination hours.

3.2. Course grading

Calculating the final course grade and reporting to LADOK

As the course coordinator, you are also the course examiner. Thus, it is your
responsibility to calculate and report the final grade for the course. This is a process
that involves several steps:

First, if the course has several examination moments, you need to calculate the final
course grades using the model adopted at the Department.

Second, you need to report the final course grades and certify them in LADOK —
University’s grade reporting system®. To do so, you need to:

1. loginto LADOK;

2. find the course that you coordinated (mind the semester that the course took
place); the easiest is to search for the course by the course code;

3. in the Report results tab put the grades for individual students;

Save (Ctrl+5) @ Mark as ready (Ctri+5) More functions v Grades saved as draft: U:- E:- D:-

] Pers.ld. No. 1= Name 1 | Grade v * T} | Examination date v ~ @

0 @[l [E[AD

4. put the examination date: note that the examination date is the date when
the final examination of the course took place (for reexamination, the date
of reexamination);

Save (Ctrl+S) | @ Mark as ready (Ctrl+S) More functions ~ Grades saved asdraft: U:- E:- D:-

] Pers.ld. No. T Name 1¥ | Grade v * Examination date

Save (Ctrl+S) & Mark as ready (Ctrl+S)

] Pers.ld. No. 7= Name 1¥ | Grade v * Tl @ Examination date w
0 ODEEERD

6. go to the Certify tab and certify the grades (you might need to log in again
for that).

Note: Before you can report and certify the grades in LADOK, you need to apply
for the LADOK reporter and examiner role in LUCAT. To do so, you need to log in
to LUCAT, select My entitlements = Request an entitlement = IT service (Type of
entitlement) - Studieadministration (IT service group) = Ladok (IT service) =

8 The Director of Studies is always listed as an examiner for all courses, meaning that they
can attest all grades in case of emergency.

More functions v Grades saved as draft: U:- E:- D:-

C:-

Tl

sinli

C:-

IEDEED] —"

C:-

Tl

Finl
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then apply separately for two entitlements: Rapportér — Resultat and Attestant —
Resultat.

Many teachers also opt to inform students by means of individual comments on
Canvas or other channels. However, in case you decide to do so, make sure to
communicate the correct grade! Your comments can be viewed as decisions, and we
are never to change official decisions in ways that are detrimental to the recipient
(negativa myndighetsbeslut).

We have a mandated obligation to enter examination results into LADOK as
promptly as possible, however, not later than 15 working days after the course ends.

Grade revision requests by students
It happens rarely, but sometimes students who are unhappy with their course grade
may file a complaint to you as a course coordinator or to the Director of Studies.

According to the List of Students’ Rights, students cannot appeal a decision on
grading (thus, there is no formal process for grade revision), but can request that a
grading decision be reconsidered. It is stated that the examiner is obliged to change
the decision if a grading decision is obviously incorrect (“ett beslut om betyg ar
uppenbart oriktigt™) and if this can be done quickly and easily and if it does not mean
lowering the grade.

What counts as obviously incorrect is a bit of a grey area, but you are always
welcome to consult with the Director of Studies in case you receive a grade
complaint from a student.

3.3. Course evaluation and follow-up

From course evaluation survey to course evaluation report

Approximately three weeks after the course ends, you will receive a link to the LU
Box folder that contains the results of a course evaluation survey. The current format
of the course evaluations at the Department is regulated by the Department policy
which, in its turn, is based on the national, University-, and Faculty-level regulations.

Results of the course evaluation survey will include answers to standard questions
which are used for all courses as well as, if you opted for this (see Section 1.4.),
some course-specific questions.

Once you receive the survey results, you are expected to collect teaching staff
impressions about the course and suggestions for future improvements. This can be
done either by organizing a meeting with members of the teaching team or via email.
Based on this discussion, you should fill in the course evaluation report form. Note,
that the reflections in the course evaluation report (including the suggestions for
future improvements) should be based not only on students’ feedback, but also on
you own perspective as well as perspective of the course teaching team.

The course evaluation report form should also list all students who have not
completed the course, including what they need to do to complete the course. The
reason is that some students disappear from our radar for extended periods, and when
they eventually resurface to ask what they need to do in course X in order to complete
it, it may in fact be hard to reconstruct unless we have this information stored in an
organized fashion. This is particularly relevant if the course coordinator changes.
The names of the students will be removed before the course evaluation report is
published for open access.
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Wrap-up meeting with the Director of Studies

After you have drafted the course evaluation report, you may opt for the course wrap-
up meeting with the Director of Studies. This meeting is an opportunity for you to
discuss challenges the teaching team has faced, opportunities for future development
of the course, as well as the necessary support needed from the Department for future
course development. Provided that there is an interest from the student side, a student
representative may be present at the meeting.

The meeting will be structured around two groups of questions:
1. Organizational questions:

a. course throughput (How many students have (not) finished the
course? What is the main reason for students not finishing the course
on time?);

b. course hours budget (Does the course need more/less hours to be
allocated for next year? Why?);

c. need for additional department resources (Is there anything the
Department can do to help you improve the course in the future?).

2. Impressions of the course. Based on teacher and student perspectives, the
following questions are to be discussed:

a. What worked out best?

b. What could/should be improved?

c. Potential changes for next time: course structure;

d. Potential changes for next time: course literature;

e. Potential changes for next time: teaching team composition.

Course evaluation report and follow-up

The course evaluation report should be uploaded to the folder from you downloaded
the course evaluation survey. It will then be combined with the course evaluation
survey and presented at the Department Board meeting when it next convenes.

Please note that the course evaluation report can be returned to the course
coordinator if the Board finds that it does not address the comments in the
course evaluation survey.

After Board approval, the course evaluation report is turned into a formally
recognized and traceable document that is archived in the Department repository.
This is our way to guarantee an officially maintained institutional memory of what
has transpired, and also to provide students, through their student representatives on
the Board, their mandated (and reasonable) access to the course survey feedback we
have received, together with the teaching team’s reactions to that feedback, and an
outline of future plans.
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