
COURSE COORDINATOR CHECKLIST 

Course: …………………………………….. Course Coordinator: ………………………………

	Early Preparation



	□
	1. 
	The course has been established (new courses are approved by Faculty Board and then Program and Course Approval Committee).

	□
	2. 
	The course is available on the University’s Course Availability List (CAL).

	□
	3.
	A handover meeting has been held with previous Course Coordinator where applicable.

	□
	4
	The Course Tracking System (CTS) entry and Course Outline have been reviewed.

	□
	5.
	You have a  term timetable for the course:

	□
	
	a.
	you are clear about who is teaching into the course;

	□
	
	b.
	lecturers / tutors have been allocated to specific teaching sessions

	□
	6.
	You are clear about the assessment requirements of the course and the School’s process for managing assessment:



	□
	
	a.
	you know the Rules Governing the Administration of Assessment Items including the assessment of essential criteria;

	□
	
	b.
	you know the Adverse Circumstances Policy and Procedure ;

	□
	
	c.
	you know how to process student applications for consideration of Adverse Circumstances that affect performance in assessment; and

	□
	
	d.
	you know the Student Misconduct Rule and how to manage student academic integrity issues in your School. You have identified your School’s Student Academic Conduct Officer (SACO). 

	□
	7


	Blackboard (or web) site for the course has been created. This is mandatory for all courses.

	□
	8.
	TURNITIN site for course has been created (if required) and default reset to allow re-submission of the task by the student.



	□
	9.
	You have a list (from NUSTAR) of students enrolled in the course.

	□
	10.
	Textbooks have been ordered (six weeks in advance).

	□
	11
	Course notes have been sent to the bookshop (if applicable).



	□
	12.
	Library holdings have been confirmed (six weeks in advance).



	□
	13.
	Where appropriate and with adequate lead times, IT Services have been notified of any software and/or hardware requirements for labs/lecture rooms.



	□
	14.
	OH&S E2 Form has been completed for practical teaching activities for undergraduates (subject to determination of the application of E2 forms).



	□
	15.
	Where appropriate, venues have been checked for relevant software and/or hardware, six weeks in advance.

	Preparation Immediately before Commencement of Term



	□
	1.
	The Course Outline has been prepared according to the Course Outline Policy and Procedure and it’s supporting Checklist for Course Outlines.  The Course Outline has been approved by the Head of School, photocopied ready for distribution to students, and made available on the Blackboard site for the course.



	□
	
	a.
	Course Outlines are derived from the CTS entry.

	□
	
	b.
	Course Outlines contain detailed information about assessment, including any participation requirements.

	□
	
	c.
	If assessment weightings have changed since the last offering or the course is new, then the Head of School (or nominee) has approved the assessment weightings in the Course Outlines.

	□
	
	d.
	The Course Outline may contain information about student support services e.g. Counsellors, Disability Support, Centre for Teaching and Learning



	□
	2.
	Readings have been deposited in Short Loans and put onto web as and where appropriate.


	□
	3.
	You have communicated with teaching staff to confirm course timetable and content.

	□
	4.
	In the case of courses delivered by another institution as per established cross-delivery, collaborative arrangements, review the course outline (from the host institution) confirming:



	□
	
	a.
	Course content

	□
	
	b.
	Course objectives

	□
	
	c.
	Contact hours

	□
	
	d.
	Evaluation

	□
	
	e
	Assessment details

	Tasks During Term



	□
	1.
	The Course Outline has been made available to students within the first two weeks of the teaching period.

	□
	2.
	Marking of each item of continuous assessment has been arranged, including:

	□
	
	a.
	development of the Feedback on Assessment /Marking Sheet;


	□
	
	b.
	Allocation of marking amongst staff members:

	□
	
	
	i.
	markers’ meeting (or some other form of communication has been arranged to ensure consistency across markers, and/or implementation of moderation protocol (if required);

	□
	
	
	ii.
	arrangements for the return of written assignments have been clarified. Returnable assessment items should be returned with appropriate feedback within three weeks (for Semester run courses) and two weeks (for Trimester run courses) of submission;



	□
	
	
	iii.
	student requests for consideration of Adverse Circumstances in relation to assessment have been addressed.

	□
	
	c.
	Data entry of progressive marks has been implemented;



	□
	
	d.
	Collective feedback on assignments has been provided to the class in the form of a report by the lecturer in lectures or tutorials.

	□
	3. 


	End of term examinations have been arranged (as per the School’s processes) including:

	□
	
	a.
	completion of form nominating exam arrangements;



	□
	
	b.
	peer review and approval of supervised examination scripts;



	□
	
	c.
	record of peer review and approval has been included in the Exam Cover Sheet;



	□
	
	d.
	submission of examination script(s);



	□
	
	e.
	allocation of exam marking;



	□
	
	f.
	markers’ meeting has been held or some other form of communication has been undertaken to ensure consistency across markers (if required)

	□
	4.
	Arrangements for end-of-term evaluation of student opinion have been made. Student Feedback on Courses (SFC) forms have been placed on the course website and/or Blackboard, or given to students.



	Course Finalisation



	□
	1.
	A Course Assessment Return (CAR) has been prepared, including:

	□
	
	a.
	marks for all assessment items for each student, together with the recommended grade;



	□
	
	b. 
	a copy of the course outline provided to each student at the beginning of the Term;


	□
	
	c.
	a copy of all major assessment items used in the course (if not included in the course outline);



	□
	
	d.
	brief comments and data on student performance and the distribution of grades in comparison to previous years (three years if possible);



	□
	
	e.
	recommendations on applications for Special Circumstances;



	□
	
	f.
	report on the level of plagiarism and/or number of students penalised by the SACO; and


	□
	
	g.
	report on the implementation of any moderation of results or moderation protocol (where applicable).



	□
	2.
	Course Assessment Return has been delivered to the School Assessment body/committee. 



	□
	3.
	Arrangements for special examinations have been made (as per School processes). 

	□
	4.


	Results of special examinations or any moderations have been incorporated into final results and the original Course Assessment Return modified.


	Approval Authority
	Academic Senate

	Date Approved
	8 June 2011

	Date Last Amended
	2 December 2009

	Amendment History
	The above checklist was recently updated by the Academic Senate team to align with the new Course Outline Policy and Procedure implemented from 1 January 2012
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