Proposed Template for Course Outline

This template reflects best practice in supporting student learning. It is also consistent with the University of Otago policy on the Provision of Course and Study Information to Enrolled Students.

This template has been designed so that information can be inserted in the various sections. Guidelines are provided in italics. The order of the sections is in no way fixed and all the material can be adapted to match the course requirements.

Code and title of paper

1.
General information

a)
Administrative information (including code, paper name and staff contacts plus who's who)
Contact person (this is your first point of contact for matters related to this paper)

Name:


Phone:


Email:


b) Teaching team (include members of the teaching team)
The teaching team include:

(or)

The names of the teaching team are available on Blackboard. 

Make it clear to students which academic staff are available to discuss matters with students and when they will be available (eg through office hours). 

c)
Use of Blackboard learning platform and/or any other computing resources or technologies used in the paper. (Be explicit and say what Blackboard is and how students access it).
Example

Blackboard is a web-based learning platform that we use to help manage teaching and learning in the course.  On Blackboard you will find resource material, a list of lectures and tutorials, a discussion site, on-line quizzes, and your own personal grade sheet.  

We will use some of these tools later in the course, but for now we just want to make sure you can access these pages.  First, go to the Blackboard home page by following these steps:

1. Click on to your browser, for example Internet Explorer or Mozilla.

2. Go to the University Homepage: http://www.otago.ac.nz/ and click on Blackboard (in ‘Quickfind’ at top of third column on yellow band at the bottom of the Homepage).  

Alternatively, go to: http://blackboard.otago.ac.nz
3. You will be asked to Login by typing in your username and password (use your university-wide Student ID and password).  Once you have logged in you will find yourself on your personal Blackboard page.  

4. On the right hand side of the site you will see the heading ‘My Courses’.  All the papers in which you are enrolled should be listed.  Click on this button.

5. Once you are in the website bookmark it or add it to your ‘favourites’. 

If you have any problems with Blackboard please contact …

2.
Introduction to xxxx111
Include a brief statement of what the paper is about and where it leads – its relations to other papers in the degree.  If possible include a diagram that shows how this paper relates to other papers in the programme – prerequisites, co-requisites, and progression. 

3.
Intended learning outcomes for the paper

Include the paper objectives and intended learning outcomes of this paper.  Intended learning outcomes indicate to the students what you expect them to have learned, i.e., go away with, by the end of the semester or year, and the reasons why these outcomes are important.

The learning outcomes can be broken down into knowledge-oriented learning outcomes, skill-oriented learning outcomes, values etc.  

Learning outcomes are stated as things students should be able to do by the end of the course and they are written from the learner’s perspective.  For example:
On completion of your study of xxxx111 you are expected to:

4.
Content and structure

Provide an indication of the content of the paper and its structure.  The description of the structure should show the logic of the organization of the paper.  It can be demonstrated diagrammatically or as text.  A sense of the overall structure helps the student orient the parts and relate the parts to the whole.  Also include the number of teaching sessions.  

5.
Lecture programme and other scheduled teaching activities
Include lecture topics, and if possible, individual lecture topics and dates.  Notify students if lectures are to be recorded and made available and/or if students are permitted to make recordings of lectures for personal study.  You should also include information on all other scheduled teaching activities such as laboratories and tutorials.
6.
Teaching/learning approaches

Briefly explain the main ways that students are expected to learn in this course.  This may include lectures, laboratories, tutorials, etc.  Explain the function of each teaching/learning mode and what use you expect students to make of the approach.  If you use terms like self-directed learning and active engagement – what do you expect the student to do and what support is available for them?  Do you expect students to prepare for each teaching session?  If so, in what way?

Example

You will find learning easier in this course if you read the relevant materials before each lecture.  Laboratory sessions include pre-and post-lab check-ins, which are designed to provide you with feedback about your learning: how much you knew about the topic before the teaching session and how much you learned during the session.

Also available are self-directed learning modules that are designed to help you develop your understanding of the content.  The self-directed learning modules include supplementary material, learning resources provided on Blackboard, your lecture notes, and identified textbook sections.  

We recommend that you form study groups of two or three where you can discuss the ideas and concepts you are learning with others.  Discussion helps understanding and application of the course material in different situations.  Your study group will be helpful for peer-marking of your essays, and to providing constructive feedback.

7.
Teaching/learning resources

Provide details about any resources available to support learning in the course, and explain how these are used to support the course.
Example

a) Materials: lecture outlines and objectives will be provided for you to bring to every lecture. They will list the learning outcomes of the lecture, and provide copies of complex diagrams and space for you to write notes.  

b)
Web resources: material to support your learning such as audiovisual aids and computer-assisted learning packages will be provided on Blackboard.  There is also a discussion board for you to ask questions of tutors and other students.  All your computer assessments will also be accessible on Blackboard.

8.
Readings

Readings are often separated into required and recommended.  If some readings are necessary for the completion of the paper then they are required and they should be distinguished from recommended readings.

a)
Required readings
b)
Recommended readings

9.
Expected workload

Give the hours you expect students to spend on study.  Indicate how this time should be spent.

Example

Most weeks you will be expected to spend 4 hours in lectures, 3 hours in laboratories, and 3-5 hours in self-directed activities such as reading, making summary notes etc. 

10.
Assessment 

Learning is encouraged if students are aware of the full assessment details at the beginning of their course.  Students are able to manage their time more effectively and efficiently and they also respond well to assessment if they know what is expected of them and how their work is to be judged and marked.
Provide a breakdown of internal assessment and final exam (if there is one).  Indicate the main components, what they will test, their weighting or percentage worth, and when they are due and how to submit assignments.  Indicate the criteria by which each piece is to be graded and the grading scheme.  
Note that the grading scheme used at Otago is:

A+
90-100

A
85-89

A-
80-84

B+
75-79

B
70-72

B-
65-69

C+
60-64

C
55-59

C-
50-54

D
40-49

E
<40

What do I do if I need more time? 

Indicate the course policy for accepting and grading late work.

11. Referencing style used in xxxx111

Indicate the referencing style required in the course and how the student can access more information.  

Example

The course uses the APA (American Psychological Association) referencing style.  You are recommended to consult the library guide on using APA: http://otago.libguides.com/c.php?g=171590&p=1130354
12.
Academic intergrity, plagiarism and dishonest practice

Include a statement relating to plagiarism and the University’s dishonest practice regulations.

Example

Academic integrity means being honest in your studying and assessments. It is the basis for ethical decision-making and behaviour in an academic context.  Academic integrity is informed by the values of honesty, trust, responsibility, fairness, respect and courage. Students are expected to be aware of, and act in accordance with, the University’s Academic Integrity Policy.
Academic Misconduct, such as plagiarism or cheating, is a breach of Academic Integrity and is taken very seriously by the University.  Types of misconduct include plagiarism, copying, unauthorised collaboration, taking unauthorised material into a test or exam, impersonation, and assisting someone else’s misconduct. A more extensive list of the types of academic misconduct and associated processes and penalties is available in the University’s Student Academic Misconduct Procedures.

It is your responsibility to be aware of and use acceptable academic practices when completing your assessments.  You should make sure that all submitted work is your own.  Care should be taken to correctly cite the work of others and the teaching team are happy to provide guidance on this.  To access the information in the Academic Integrity Policy and learn more, please visit the University’s Academic Integrity website at www.otago.ac.nz/study/academicintegrity or ask at HEDC Student Learning Development or the Library. If you have any questions, ask your lecturer.

13.
Paper requirements

Indicate what is required to pass the course and also any requirements for progression.  Indicate any attendance or terms requirements for passing the course, and also say how students will be notified if they have terms. 

14. Support for Māori and Pacific students
Provide information about University, departmental and divisional support for Māori and Pacific students.

15. Impairment
Create an environment in which it is possible for students who are experiencing a disability, impairment or medical condition to disclose details of such with the teaching team.  Include details of processes to support students with disabilities, impairments or medical conditions, including processes for special consideration in internal assessment.
Example statement

Disability, Impairment or Medical Condition
If you have a permanent or temporary disability, impairment or medical condition that affects your study in this paper, the [dept.] invites you to contact the Course Co-ordinator to discuss any specific requirements.  Alternatively, you are welcome to meet with the Departmental Disability Contact or a Student Advisor at Disability Information and Support.  Disability Information and Support provides learning support, advice, advocacy and information to students with permanent or temporary disabilities, impairments or medical conditions.
 

Departmental Disability Contact:  [staff member’s name]

Telephone:

Email:

Location:

Disability Information and Support

Telephone:  479 8235

Email: disabilities@otago.ac.nz
Website: www.otago.ac.nz/disabilities
Location: West wing of the ISB  

16.
Feedback from past students
Where appropriate, make students aware of changes to course arrangements based on feedback from current or previous students. Especially focus on common or repeated feedback.  Explain what feedback students have given in evaluation questionnaires or through class representatives, and then explain your response. Either explain the changes you made, or if you did not make a change requested by your students, explain why not, so you convince your students of your approach in the course. 

Example
Student feedback from teacher evaluation questionnaires in the past has often been that they would like less readings.  We did not give less readings because each article we ask you to read teaches you something essential to the course.  However, we have revised our readings so that they are more relevant for students, shorter, and more closely linked with what you need to learn.  After we made these changes students have been happy with the amount of reading we have set.
17.
Key dates and events

On a separate page give a table with key dates and events. 

18.
What do you do if you have concerns about the course?
Rationale: see University grievance policy.  

Example statement

We hope you will feel comfortable coming to talk to us if you have a concern about the course.  The Course Co-ordinator (insert name) will be happy to discuss any concerns.  Alternatively, report your concerns to the student representative who will follow up with Departmental staff.  If, after making approaches via these channels, you do not feel that your concerns have been addressed, there are university channels that may aid resolution.  For further advice and more information on these channels, contact the departmental administrator or Head of Department.
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