
Australian School of Business

Course Outline Template 2009
(Revised December, 2008)
NOTES FOR STAFF

This template has been designed to provide ASB staff with guidance in the preparation of their course outlines. It is based on the requirements of the current UNSW Course Outline Template, revised in December 2008.
The template includes:

· guidance for staff  for preparing the course outline and links to additional resources, including ASB samples of good practice. (Guidance is in blue italic font – please delete when completing your outline or use the alternate copy with guidelines already deleted, available on the ASB Course Outline webpage.)
· text for students which can be used verbatim or modified (in black font) 
Revisions to the 2008 Template for 2009:
The template has been revised in response to staff feedback and the revised UNSW Course Outline Template.  The following key revisions have been made for 2009:
· Australian School of Business Graduate Attributes (approved 2008) have been included, and guidelines provided for incorporating them into descriptions of Student Learning Outcomes (2.5) and Assessment Details (4.2)
· The template has been streamlined and shortened. 
· Some sections have been re-sequenced so that course-specific information is first, followed by information on Faculty and UNSW policies and student support.

· One sub-section (2.2 Summary of Course) has been added; 
· Some headings have been re-worded; 

· The formatting has been simplified.

A checklist, Changes to the ASB 2008 Course Outline Template for 2009, lists all revisions made for 2009.
The template is not meant to be prescriptive.  You may vary the order of information and level of detail to suit the needs of your students, except where specific wording and/or University and/or Faculty policies are required (as noted in the template).
Additional online resources for preparing course outlines:
The ‘Course Outlines’ page (ASB Learning and Teaching website) contains:

· A copy of the 2009 template without additional information for staff, for easier formatting
· Detailed list of the ASB Graduate Attributes, including their alignment with UNSW Graduate Attributes

· List of ‘Key Dates and Student Responsibilities’ for the current semester 

· Supporting documents referred to in the template

· Links to useful resources for developing course outlines

· Guidance for editing the Table of Contents and formatting the template
· ‘Changes to the ASB 2008 Course Outline Template for 2009’ checklist
· Samples of ASB good practice 

For further assistance in developing your course outline, contact: 

   Carolyn Cousins (EDU) Ph: 9385 6087; Email: c.cousins@unsw.edu.au
For assistance in formatting the document and/or editing the Table of Contents:
   Peter McGuinn (EDU) Ph: 9385 5585; Email: p.mcguinn@unsw.edu.au or Carolyn.
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1. staff contact details
Insert names, contact details and consultation times/availability for lecturer-in-charge and teaching staff.
Provide information on the correct procedure for students to contact staff outside class times, if applicable. For example, in addition to the consultation times, some lecturers prefer students to post course specific enquiries on WebCT Vista rather than make enquiries by email or phone.

2. course details
2.1 Teaching Times and Locations

Insert information about lecture/tutorial times and locations, and/or direct students to where this information can be found.

2.2 Units of Credit
Insert information on UOC value for the course.

Provide information on parallel teaching if relevant. Parallel teaching refers to situations in which UG/PG students are taught together or when substantial material from an UG course is included in a PG course.  If relevant, indicate how parallel teaching is involved in this course and the teaching and assessment arrangements for the different UG/PG cohorts. For further information, see: http://www.unsw.edu.au/learning/pve/approvedpolicies.html#PolicyonParallelTeachingatUNSW .

2.3 Summary of Course 
Provide a brief overview of the course.
2.4 Course Aims and Relationship to Other Courses
This section provides high-level aims for the course. It tends to be written from your perspective as the course convener, telling students what you wish to achieve in the course. 
Also indicate how the content of the course relates to other course offerings within the major / overall program in the discipline. For example, does the course build on or apply skills / knowledge from previous courses, or does it develop skills / knowledge that students will then use in other courses in this or another discipline?  This section should help provide a sense of the coherence of the overall major or program of study. Also indicate any pre-requisites or co-requisites.

List the aims clearly. In general, courses will have 2-4 main aims.
Examples from ASB course outlines (CTRL + Click) 



2.5 Student Learning Outcomes
This section should list the learning outcomes for students and note their relationship to the Australian School of Business Graduate Attributes.

List and number the student learning outcomes, for example: 
By the end of this course, you should be able to: 

1.

2. …
(Numbering the outcomes makes it easier to refer to them elsewhere in the course outline, for example, when noting the alignment between assessment items and learning outcomes in 4.2.)
Hints for writing learning outcomes. 

Student learning outcomes are specific statements of what you want your students to achieve, i.e. to know, understand, and be able to do, as a result of successfully completing this course. In general, courses will have 4-6 main learning outcomes (including content-based, cognitive and skills-based outcomes). They are written from a student perspective so usually begin: ‘By the end of this course, you should be able to … ’
Learning Outcomes should be:

· active and specific: Try to use specific action verb task words which describe what students will do to demonstrate their learning. For example, instead of using general terms such as “Understand” or “Comprehend”, ask ‘How do students demonstrate to you that they really do “understand”? Do they ‘describe’, ‘explain’, analyse’, ‘apply’, ‘evaluate’? Choosing a more specific verb also allows you to clarify the level of mastery expected - for example, ‘evaluate’ reflects a higher level of mastery than ‘describe’. 

· aligned with learning activities and assessment tasks: Learning activities provide opportunities for students to develop skills and construct new knowledge; assessment tasks provide opportunities for students to further develop and to demonstrate their knowledge and skills. 
· assessable and measurable:  in that the assessment tasks measure the extent to which the student learning outcomes have been achieved. Specific task words in the learning outcomes, such as ‘define’, ‘analyse’ and ‘evaluate’, will usually be reflected in the assessment tasks and marking criteria. 

· aligned with relevant Australian School of Business Graduate Attributes (new for 2009). 
Graduate Attributes
After your list of learning outcomes, indicate how they help students to develop some of the six ASB Graduate Attributes. You may wish to insert the following explanatory text or similar wording, followed by a brief paragraph indicating the alignment, for example:

This course contributes to your development of the following Australian School of Business Graduate Attributes, which are the qualities, skills and understandings we want you to have by the completion of your degree. Learning Outcomes 1 – 4 aim to enhance your capacity for critical thinking and problem solving (Graduate Attribute 1); Learning Outcome 3 aims to develop your written communication skills (Graduate Attribute 2)….

or you may prefer to show the alignment using the following table (delete rows which do not apply to your course):

	Course Learning Outcomes
	ASB Graduate Attributes

	1,2,4
	1. Critical thinking and problem solving

	3
	2. Communication

	
	3. Teamwork and leadership

	
	4. Social, ethical and global perspectives

	
	5. In-depth engagement with relevant disciplinary knowledge

	
	6. Professional skills


Information on ASB Graduate Attributes for staff 

The ASB Graduate Attributes were developed in 2008 in consultation with industry, staff, alumni and students. Note: From Semester 1, 2009, you need refer only to the ASB Graduate Attributes, not to the UNSW Graduate Attributes. For a full description of the ASB Graduate Attributes see: 
http://wwwdocs.fce.unsw.edu.au/fce/EDU/asb_graduate_attributes.pdf 
For a table showing the alignment between the ASB and UNSW Attributes, see: 
http://wwwdocs.fce.unsw.edu.au/fce/EDU/asb_and_unsw_graduate_attributes.pdf
Note: Graduate Attributes are developed throughout a major or program of study. You are not expected to develop all six Graduate Attributes in a single course or to develop them to an equal extent. However, students should be able to clearly identify where and how the Attributes are being addressed during their degree.  

To identify relevant ASB Graduate Attributes for your course, consult the detailed list (see pdf above) which contains examples of subsets of skills that represent possible ways of realising each Graduate Attribute in different contexts and disciplines. Ask: 

· Which ASB Graduate Attribute(s) does this course develop?                       

· How is that Attribute contextualised for my discipline/field of study?  What does that Attribute ‘look like’ in my course?

For example, the ASB Graduate Attribute: 

Critical thinking and problem-solving: (Graduates will be able to collect, analyse and  evaluate information and ideas, and to define and solve problems)
is expressed variously within these discipline-specific course Learning Outcomes 

- Critically apply a variety of tools, techniques and frameworks to analyse IS.

- Identify and analyse opportunities within international marketing environments.

- Conduct independent research and evaluation on emerging capital market issues.

- Apply probability and statistical technical skills to solve practical problems in insurance and finance.

For further information on developing learning outcomes, including useful task verbs and ways of indicating the level of mastery expected, see: http://www.ltu.unsw.edu.au/content/LT/course_prog_support/outcomes.cfm?ss=2
Examples of Student Learning Outcomes and alignment with [UNSW] Graduate Attributes from ASB course outlines (CTRL + Click)
3. Learning and Teaching activities

3.1 Approach to Learning and Teaching in the Course
This section should include a brief statement about the approach to learning and teaching (or teaching philosophy) which underpins the course aims, design and delivery. It provides the students with an understanding of the rationale behind the teaching strategies, activities and assessment in the course.  

Hints for describing your approach to learning:
Consider your answers to these questions:

· How can you best prepare students to practise or research in your discipline? 

· How do you want your students to learn?
· How do these beliefs and aims inform the teaching strategies and assessment in the course?  


Depending on the course, the information in this section might be quite individual in nature (e.g. if there is only one teacher on the course) or represent a coherent team approach, such as with large courses involving multiple lecturing staff. 

When describing your approach to learning and teaching, you may find it helpful to draw on the ‘Guidelines on Learning that Inform Teaching at UNSW’ available at: www.guidelinesonlearning.unsw.edu.au/
Examples from ASB course outlines (CTRL + Click)
3.2  Learning Activities and Teaching Strategies
Note: Referred to as Teaching Strategies in 2008 template.

Indicate how the learning occurs in this course (e.g. in lectures, tutorials, computer labs) and the different teaching and learning strategies used. For example, in your course, what are the roles of the lectures, tutorials and other study contexts? What sort of learning activities will students undertake (and why) inside and outside the classroom (for example, group work, debates, case analysis, practical exercises, homework preparation, research, online discussion)? Briefly indicate how these activities assist students in achieving the learning outcomes (and related graduate attributes).
This section gives students both a ‘rationale’ for the different types of learning and teaching activities as well as setting expectations, and should be consistent with the ‘Approach to Teaching and Learning’. 

Examples from ASB course outlines (CTRL + click)
4. Assessment

4.1 Formal Requirements
This section should clearly state what is required to pass the course. State the formal requirements. For example:

In order to pass this course, you must:

· achieve a composite mark of at least 50; and

· make a satisfactory attempt at all assessment tasks (see below).

4.2 Assessment Details
Provide an overview/summary of the assessment tasks, weighting, due dates, related learning outcomes and any other relevant information (e.g. word length). 
Please use the table format provided below:
	Assessment Task
	Weighting
	Learning Outcomes assessed
	ASB Graduate Attributes assessed *
	Length

(if relevant)
	Due Date


* The alignment with relevant Graduate Attributes can be included either in the table as above or in the description of each assessment component.
For Example::

	Assessment Task
	Weighting
	Learning Outcomes assessed
	ASB Graduate Attributes assessed
	Length
	Due Date

	1. Group report
	25%
	1, 2, 3, 4, 5
	 1, 2, 3, 5
	3,000 words
	Week 10, 15th May

	2.Oral Presentation
	15%
	1, 3, 6
	1, 2
	10 minutes
	Week11 tutorial

	3. Participation
	10%
	1, 2, 3, 
	1, 3, 6
	N/A
	Ongoing


Following the overview table, provide a description of each assessment component including:

· Brief description of task

· The rationale/purpose for the assessment and its relationship to specific student learning outcomes, and to relevant ASB Graduate Attributes:    Indicate how the Learning Outcomes and Graduate Attributes are developed and assessed in the assessment tasks (or note in a column in the table as above). For example:

1. Group Report

The group report is designed to develop the skills to locate, evaluate and use relevant information to analyse an international business problem (LO 1 and GA1 - critical thinking and problem-solving). …  OR

1. Group Report

The group report is designed to develop the skills to locate, evaluate and use relevant information to analyse an international business problem (LO 1), …

The group report will help you to develop the following ASB graduate attributes: critical thinking and problem-solving (GA1), …
· Assessment requirements/ deliverables with additional detail about weighting of components, length etc as relevant.

· Details of due dates, deadlines, timing (if relevant)
· Format, structure, style guidelines, referencing requirements:
Include expectations for presentation, formatting and referencing where relevant (or provide in a separate section 4.3 below). Lengthy guidelines can be provided in an Appendix or in a separate document. If contained in a separate document or on WebCT Vista, indicate how/where/when to find them.
· Marking  criteria / grade descriptors:

Describe criteria for grading and a breakdown of marks/weighting assigned to each component (if relevant). Marking schedules /guidelines could also be included here or as an Appendix to the course outline. If detailed criteria are to be distributed later or posted on WebCT Vista, please provide an overview of the criteria in the course outline and indicate how/when the detailed criteria/marking sheets will be provided.

· Submission procedure (or can be provided in separate section 4.4 below)
Note: UNSW Assessment Policy is to provide students with clear assessment instructions and criteria at the beginning of the course. However, if assessment information is very long (e.g. case scenarios, data sets, detailed instructions or style guides) or cannot be finalised before the commencement of the course (e.g. because the details will be negotiated with the cohort or will reflect changing external conditions), basic information addressing the bullet points should be included in this section and students should be given clear instructions here as to what additional information is available elsewhere (and why) and when and where it will be provided, with relevant links included e.g. to WebCT Vista.
Examples of Assessment Details from ASB course outlines (CTRL + Click)
4.3 Assessment Format

Optional sub-section: Can be included above in Assessment Details.

4.4 Assignment Submission Procedure 

Optional sub-section: Can be included above in Assessment Details.

Information about how/when/where assignments are to be submitted. Student should be reminded to keep a copy of all work submitted for assessment and to keep their returned marked assignments.

4.5 Late Submission
Information about late submission of assignments, including penalties. This information can be contained within individual course outlines; alternatively, the School may wish to develop a standard policy which is available on the School website and linked to in course outlines.

5. Academic Honesty and Plagiarism

Include the following paragraph and the links to the UNSW Plagiarism website and the online UNSW information literacy tutorial (ELISE). Also provided are optional links to the plagiarism quiz and material on referencing.
A document with more information on plagiarism that you can paste into this section is available here if you wish to include it. Please also provide any additional relevant School-specific advice/information. 

The University regards plagiarism as a form of academic misconduct, and has very strict rules regarding plagiarism. For UNSW policies, penalties, and information to help you avoid plagiarism see: http://www.lc.unsw.edu.au/plagiarism/index.html as well as the guidelines in the online ELISE tutorial for all new UNSW students: http://info.library.unsw.edu.au/skills/tutorials/InfoSkills/index.htm.
Optional links:

To see if you understand plagiarism, do this short quiz: http://www.lc.unsw.edu.au/plagiarism/plagquiz.html
For information on how to acknowledge your sources and reference correctly, see: http://www.lc.unsw.edu.au/onlib/ref.html
For the ASB Harvard Referencing Guide, see:  http://wwwdocs.fce.unsw.edu.au/fce/EDU/harvard_ref_guide.pdf
For information for staff on how UNSW defines plagiarism, the types of penalties that apply and the protocol around handling plagiarism cases, see: ‘Procedures for Dealing with Student Plagiarism: Handbook for Staff’ (pdf):
6. Course Resources

 Provide information on the resources available to students such as:

· Prescribed text/s - including title, publisher, edition, year of publication and availability (in bookshop, UNSW library, MyCourse); 

· List of required and suggested additional readings/course pack and availability; 

· Additional materials provided in WebCT Vista; 

· Recommended Internet sites; 

· Library information/subject guides etc. Include a link to : http://info.library.unsw.edu.au/web/services/services.html
7. Course evaluation and development
Note: Referred to as Continual Course Evaluation and Improvement in 2008 template. 

This section refers to closing the Learning and Teaching Feedback Loop (Goal 6, UNSW Learning and Teaching Plan 2005-7): ‘Continual improvement of our students’ learning and teaching experience will follow evaluation of programs, courses and teaching.’  This is an opportunity to inform students of the process for evaluating and developing the course and the value of their feedback. Please include:

· how feedback will be obtained in this course (eg. CATEI, any other formal or informal feedback); 

· how it will be used to improve the learning experience;
· an example of previous student feedback and examples of improvements made to the current course in response to this feedback.
· for new courses, indicate any feedback/evaluation from previous courses and/or any additional input (for example from research, industry) that has informed the development of this course. 
An example of possible wording:

Each year feedback is sought from students about the courses offered in the School and continual improvements are made based on this feedback. In this course, we will seek your feedback through ….  Previous student feedback indicated …  As a result of this feedback, ….

Examples from ASB course outlines (CTRL + Click)
8. Student responsibilities and conduct

Insert EITHER the following summary paragraph (or similar) with links to university policies OR include some or all of the detailed information (8.1 – 8.6) or similar, depending on the needs of your students. Commencing students may require more advice concerning such matters than upper level students.
Note that information on special consideration and supplementary examinations has been included here (8.3), as well as information on Occupational Health and Safety (8.5).
Students are expected to be familiar with and adhere to university policies in relation to class attendance and general conduct and behaviour, including maintaining a safe, respectful environment; and to understand their obligations in relation to workload, assessment and keeping informed. 
Information and policies on these topics can be found in the ‘A-Z Student Guide’: https://my.unsw.edu.au/student/atoz/ABC.html. See, especially, information on ‘Attendance and Absence’, ‘Academic Misconduct’, ‘Assessment Information’, ‘Examinations’, ‘Special Consideration’, ‘Student Responsibilities’, ‘Workload’ and policies such as ‘Occupational Health and Safety’.

Optional detailed information:
8.1  Workload

It is expected that you will spend at least ten hours per week studying this course. This time should be made up of reading, research, working on exercises and problems, and attending classes. In periods where you need to complete assignments or prepare for examinations, the workload may be greater.

Over-commitment has been a cause of failure for many students. You should take the required workload into account when planning how to balance study with employment and other activities. 
Information for staff and students on expected workload: https://my.unsw.edu.au/student/academiclife/assessment/AssessmentPolicySec2.html https://my.unsw.edu.au/student/atoz/UnitsOfCredit.html . 

8.2  Attendance

Your regular and punctual attendance at lectures and seminars is expected in this course. University regulations indicate that if students attend less than eighty per cent of scheduled classes they may be refused final assessment. 
8.3  Special Consideration and Supplementary Examinations

Provide detailed information if you wish (available here) or insert this summary text (or similar):
You must submit all assignments and attend all examinations scheduled for your course. You should seek assistance early if you suffer illness or misadventure which affects your course progress. For advice on UNSW policies and procedures for granting special consideration and supplementary exams, see: 
‘UNSW Policy and Process for Special Consideration’: https://my.unsw.edu.au/student/atoz/SpecialConsideration.html
Also insert the following ASB Policy (for undergraduate courses ONLY) :
The ‘ASB Policy and Process for Special Consideration and Supplementary Exams in Undergraduate Courses’ is available at: http://wwwdocs.fce.unsw.edu.au/fce/current/StudentSuppExamProcedure.pdf .

Further information for undergraduate students is on the ASB website (see ‘Policies and Guidelines for Current Students’).

Further information for staff on ASB policy for supplementary exams: http://wwwdocs.fce.unsw.edu.au/fce/Staff/StaffSuppExamProcedure.pdf
8.4  General Conduct and Behaviour
You are expected to conduct yourself with consideration and respect for the needs of your fellow students and teaching staff.  Conduct which unduly disrupts or interferes with a class, such as ringing or talking on mobile phones, is not acceptable and students may be asked to leave the class. More information on student conduct is available at: www.my.unsw.edu.au
8.5  Occupational Health and Safety 
UNSW Policy requires each person to work safely and responsibly, in order to avoid personal injury and to protect the safety of others. For more information, see https://my.unsw.edu.au/student/atoz/OccupationalHealth.html.

8.6  Keeping Informed
You should take note of all announcements made in lectures, tutorials or on the course web site.  From time to time, the University will send important announcements to your university e-mail address without providing you with a paper copy.  You will be deemed to have received this information. It is also your responsibility to keep the University informed of all changes to your contact details.
9. additional Student Resources and Support 
You may wish to further abbreviate this information by including only the name of the service and web link/ contact details. First year undergraduate or commencing postgraduate students may need more information than continuing students.

The University and the ASB provide a wide range of support services for students, including:

· ASB Education Development Unit  (EDU) (www.business.unsw.edu.au/edu)
Academic writing, study skills and maths support specifically for ASB students. Services include workshops, online and printed resources, and individual consultations. EDU Office: Room GO7, Ground Floor, ASB Building (opposite Student Centre); Ph: 9385 5584; Email: edu@unsw.edu.au
· UNSW Learning Centre (www.lc.unsw.edu.au )
Academic skills support services, including workshops and resources, for all UNSW students.  See website for details.
· Library training and search support services:   http://info.library.unsw.edu.au 
· UNSW IT Service Desk: Technical support  for problems logging in to websites, downloading documents etc. Library, Level 2;  Ph: 9385 1333.
 Website:  www.its.unsw.edu.au/support/support_home.html
· UNSW Counselling Service  (http://www.counselling.unsw.edu.au)

Free, confidential service for problems of a personal or academic nature; and workshops on study issues such as  ‘Coping With Stress’ and ‘Procrastination’. 

Office:  Level 2, Quadrangle East Wing ;  Ph: 9385 5418
· Student Equity & Disabilities Unit  (http://www.studentequity.unsw.edu.au) Advice regarding equity and diversity issues, and support for students who have a disability or disadvantage that interferes with their learning.         Office: Ground Floor, John Goodsell Building; Ph: 9385 4734  

10. Course Schedule

Note: This section is provided last for easier weekly reference but can be moved forward if preferred.

Insert a schedule of lecture/tutorial/practical class topics or themes for each week, indicating:

· the name of lecturer involved (where multiple lecturers teach in the course); 
· times and locations (where relevant);
· lecture and tutorial topics/themes, required preparation and other information;
· online activities, such as discussion forums; 
· relevant readings from textbook and other required reference material;

· other learning activities which students are required to complete, including assessment dates and times.

A table such as the following could be used:

	Week
	Date
	Lecture Content/Topic
	Tutorial Content/Topic
	Readings
	Other activities/ Assessment


Examples from ASB Course Outlines
