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1. A review of policies, tips and guidelines for effective course coordination

What can you expect from this workshop
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A Little About Karen
Karen is an experienced teacher who has worked in higher education for the past eleven 
years. She has experience in education evaluation, project management, policy development, 
curriculum and pedagogical transformation, and staff development. Karen’s primary 
responsibilities at ITaLI include work in staff development, the blended learning initiative, 
learning spaces, evaluation design and implementation, curriculum design and peer 
observation. Her research interests include teacher data agency, learning analytics, curriculum 
and assessment design theory.



A Little About Hassan
• Teaching: Roughly 30 different offerings since 2010 with class sizes ranging from 50 to 600 of 10 distinct 

courses to a total of roughly 5000 students.

• Research: Drawing on theoretical insights from the learning sciences and exemplary techniques from the 
fields of human-computer interaction and learning analytics to design, implement, validate and deliver 
technological solutions that contribute to the delivery of learner-centred, data-driven learning at scale.

• RiPPLE: Over the last two year, I have spent a significant portion of my time developing RiPPLE

https://itali.uq.edu.au/resources/learning-analytics/ripple
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Who are you and is there anything in particular you 
would like to gain from this session?

On Padlet
1. What is working for you in your teaching?
2. What challenges, if any, are you experiencing 

in your teaching?
3. What is your best tip for an effective ECP?

Activity

https://padletuq.padlet.org/k_sheppard/kodmkzxiktw9npxv
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UQ 3.30.01 Teaching and Learning Roles and Responsibilities 
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http://ppl.app.uq.edu.au/content/3.30.01-teaching-and-learning-roles-and-responsibilities 

http://ppl.app.uq.edu.au/content/3.30.01-teaching-and-learning-roles-and-responsibilities


• Providing leadership in course and curriculum development and quality assurance

• Negotiating the goals and academic content of the course

• Monitoring the student experience 

• Providing appropriate information on the course to students and other staff as appropriate.

• Providing course-specific training of team members

• Teaching into the course.

• Managing the assessment of the course materials.

• Providing consistent, accurate and timely feedback to students on all aspects of the course.

Summary of key responsibilities based on the Policy
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4.3.1 Course Coordinator



• Students in the course.

• All contributors to teaching in the course.

• Program Convenors, Major Convenors, and Year Coordinators relevant to the course.

• Chair of the relevant School Teaching and Learning Committee.

• The Chief Examiner in the School.

• School professional staff (e.g. staff supporting laboratory, field or computer teaching).

Liaison with stakeholders
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4.3.1 Course Coordinator



Linking Learning Analytics to Learning Design
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Before Semester

During Semester

After Semester

Teach Course Again

• Who are my students?
• What programs/careers are they enrolled in?
• Information about previous delivery of this course
• What is the course design?

• How are my students going?
• What are they doing?
• What are they understanding?
• Are they having problems in specific areas?

• What did my students do?
• What did they learn?
• How does the content align to the program objectives?
• Are there any trouble spots in the course design or technology used?
• What improvements can be made?
• What did the students think?

• Re-design aspects of course
• Adapt to a different Course
• Expand repertoire

Slide adapted from 
Sue Bennett's ALASI 2018 Keynote



Course Insights is a learning analytics tool that provides academics with student data to make meaningful 
interpretations and to positively inform teaching strategies. For information see the following link
• https://elearning.uq.edu.au/guides/course-insights
• Tool Demo Link

Course Insights
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Tools

https://elearning.uq.edu.au/guides/course-insights
https://analytics.itali.uq.edu.au/dev/insights/
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Check the logistics

• Liaise (as appropriate) with the Academic Leads regarding course objectives

• Ordering textbooks and other learning resources

• Ensuring that appropriate tutorial assistance is in place

• Ensuring that appropriate locally controlled space is booked as required –
e.g. tutorial rooms, computer laboratories as necessary
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Develop a coherent schedule/timetable
• Developing a coherent schedule/timetable for all learning activities and assessment in the course in 

collaboration with other contributors and in collaboration with year co-ordinators, where appropriate
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Develop and submit the ECP
• Developing and submitting the Electronic Course Profile (ECP) for the course by the due date

https://www.courses.uq.edu.au/


Include everything in the ECP that you would need to ensure good outcomes for your students 
and for your course team

• Every course has an ECP. Two ECPs = Two BB sites. However, you can request your two 
Blackboard sites are merged.

• It is the legal document of the course (used by external bodies for credit equivalents)
• Every student has access to the ECP
• Students can access the ECP via the Blackboard site and SI-net

Go through the ECP in your first contact with students
Do a little screen capture video about the ECP
Other ways of highlighting the ECP

Develop and submit the ECP
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Responsibilities before classes start
• Developing the Blackboard site for the course

• How to started with Learn.UQ

http://learn.uq.edu.au/
https://elearning.uq.edu.au/guides/getting-started-learnuq
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Check Allocate+
• Check Allocate+ for any changes to the timetable and venues and for class lists.



Know your students

[Presentation Title] | [Date] 21
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Communication and managing expectations

• As a Course Coordinator, what can you expect of your students?

• What do students expect of you as the Course Coordinator?
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A Communication Policy Example
1. All non-personal messages should be posted to the 

Blackboard Discussion Boards.
2. We will check Blackboard on the following days xx, yy, zz.
3. Informal chatting can happen in the xxx.
4. Personal messages should be directed to the course 

coordinator with UNEE1000 in addition to the subject in the 
subject line. Without this, the email may get lost or delayed.

5. If you are enquiring about an extension, please follow the 
instructions in the Extension Policy available in the 
Electronic Course Profile.

6. The coordinator's office/Zoom hours are posted on the 
Blackboard site. 

7. Check your UQ email daily. Communications sent to UQ 
email addresses will be considered ‘received’ within 24 
hours of sending.

8. Please abide by the Student Charter 
(http://www.uq.edu.au/hupp/index.html?page=25116)  

Weekly Announcement example

Communication and managing expectations

http://www.uq.edu.au/hupp/index.html?page=25116
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Assessment 
• Ensuring all items of assessment are prepared in a timely manner, and 

checked carefully for accuracy and clarity

• Preparing a sample examination if exemption is sought from release of 
examination papers 

• Ensuring that all submitted assessment items are consistent with advice 
given in the ECP and consistent with the stated goals of the course

• Ensuring that assessment is marked, moderated and returned in a timely 
fashion with appropriate feedback



Designing Assessment
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Task

Feedback

Marking

Integrity

Moderation

https://staffdevelopment.hr.uq.edu.au/course/ELDESA

https://staffdevelopment.hr.uq.edu.au/course/ELDESA


Check in on students’ progress



• A Student Access Plan Disability (SAPD) may be devised for each student with a disability, to 
facilitate a partnership between the student, academic staff and Student Services.

• Development of a SAPD involves several steps:

• The Disability Adviser will assess the student with a disability

• The Disability Adviser initialises a SAPD for the student and recommendations in response to these 
requirements.

• The Course Coordinators then review and respond to the suggested adjustments on the SAPD. 

• SAPD will progress to the Associate Dean Academic of the relevant Faculty for final comment. 

• SAPD will return to the Disability Adviser and be finalised.

Supporting Students with a Disability
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https://ppl.app.uq.edu.au/content/1.70.08-disability

https://ppl.app.uq.edu.au/content/1.70.08-disability


Commonly students apply for withdrawal without academic penalty. The Associate Dean (Academic) would 
request information from course Coordinators about the student’s participation before making a decision 
on the application.

Withdrawing from a course or program (WWAP)
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https://ppl.app.uq.edu.au/content/3.50.02-academic-withdrawal-courses

https://ppl.app.uq.edu.au/content/3.50.02-academic-withdrawal-courses
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• Providing students access to examination scripts and papers

• Marking deferred exams

• Setting and marking supplementary assessment

• Managing the process of approved re-marking items of assessment in a fair and equitable manner

• Finalising incomplete results within the required timeframes

• Responding to student feedback from SECaTs and other tools in the development of the next 
offering of the course

• Reviewing the course description for the following year

Responsibilities after the semester
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Thank you!


