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	Appendix 4 – Checklist for Course Outlines 

For approval of Head of School (or nominee)

	COURSE CODE:
	COURSE CO-ORDINATOR:

	· The approved course outline will be available by the first day of term of offer.

· The Course Coordinator must arrange a copy to be provided in an appropriate format and timeframe to those students with a print disability who request a course outline.

· If any revisions are made, a revised course outline shall be provided to students in the same manner as the original was distributed. Course Outline Information from the CTS is available on the web at http://webapps.newcastle.edu.au/CTS/index.cfm

	I have used the school Course Outline template and have completed all of the applicable items  or given their location in blackboard
	

	OR If the course outline template was not used please tick or mark not appropriate (N/A)
Content of Course Outline Preface (including information from the current CTS Entry)

	University
	
	Course Code
	

	Course Title
	
	Brief Course Description
	

	Unit Value
	
	Assumed Knowledge
	

	Course  prerequisites
	
	Year and term of offer
	

	Campus(es) of offer
	
	Mode of delivery
	

	Faculty
	
	School
	

	Location of School Office
	
	Course Co-ordinator(s) contact details and availability
	

	Summary of contact hours, including method of delivery
	
	Advice to students in multi-term sequence courses
	

	A notice that student will be required to spend an average of 120-140 hrs of effort or total load per 10 unit value
	
	Attendance and/or Other Class Requirements
	

	A notice that the course is a Compulsory Program Component for a specific program
	
	Note that no alteration to the approved course outline will be permitted without HOS approval
	

	Warning regarding student academic misconduct
	
	Date after which withdrawal without academic penalty within a placement (if applicable)
	

	Content of Course Outline Body 

	Course Objectives
	
	OH&S requirements 
	

	List of required / recommended texts / readings and additional resources
	
	Course evaluation and development 
	

	Placement requirements (if applicable)
	
	Response to previous feedback from students 
	

	Course Content
	
	
	

	Detail of Assessment Items

	Methods of assessment
	
	Number of assessment items
	

	Description of each item
	
	Component weighting of each assessment item
	

	Overview of assessment criteria
	
	Time of administering the task or the due dates
	

	Whether a specific mark for an assessment item is required for successful completion
	
	Details of any Compulsory Course Components
	

	Details of how assessment items are to be submitted and if the item will be returned
	
	Detail of how applications for adverse circumstances are to be submitted
	

	Mapping of course objectives to assessment items
	
	
	

	Additional Teaching Materials Which May Be Contained on the Course Blackboard Site

	Teaching staff availability and contact details
	
	An outline of discussion group topics
	

	Details of educational design of course
	
	Bibliographies
	

	Presentation Style guides
	
	An announcements page
	

	Additional resources
	
	Laboratory exercise sheets
	

	Study Guides
	
	
	

	Checked by Head of Discipline  




          Date:
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