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Introduction

The course is considered the foundation of the academic program and the centerpiece
of the educational process. this requires the development of course content, teaching
strategies, and assessment methods in accordance with a well-organized plan that
ensures the achievement of program objectives and outcomes and subject to
supervision, evaluation, and modification,

To achieve this goal, it is necessary to have a coordinator for each course in the study
plan. He plays a significant role in enhancing the quality of the courses offered within
the university.

This guide has been specifically for course coordinators. It introduces them to the DAU
vision and mission, DQA, it outlines the criteria for selecting a course coordinator, their
tasks, and responsibilities throughout the academic year.

Also, it provides overview of the standards, policies, and procedures related to the
development and evaluation of the educational process at DAU, NCAAA templates,
including the syllabus, Grade Amendment Form, course file checklist, updated course

specification and course report templates, and a copy of Course Evaluation Survey.
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s Jaiad Z 39
Student

ID Name

Course

Code

Amendment Details

Assessment Component': Fill in all components whether amended or not.
Name Original Amended Justification
Continuous

Final

Total

Letter grade

Original Amended

Approval
Section Instructor Date
Head of Department Date
College Council Date

Registrar's Comments

Entered by Name Signature Date

" Must match the assessment components sent by the course coordinator in the given year and semester. Contact the Registrar’s Office for these

details.
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COURSE FILE CHECKLIST

Note: Course files are due for completion two weeks after the end of each semester

PROGRAM INFORMATION

College Program
COURSE INFORMATION

Course Title Course Code

Course Coordinator Name Date of Completion

COURSE FILE COMPONENTS

No | Item Status Remarks
1 Course Specification

2 Course Syllabus

3 Course Report (Separate Course Report for each section)

4 A combined, comprehensive Course Report inclusive of the students off all sections

prepared by the course coordinator (this is required when the same course is being
taught in different sections during a particular semester).

5 Students’ attendance Records

6 Assessment Instructor Material: all question papers for each Assessment task/tool
mentioned in the Course Specifications

7 Rubrics, Instructor models and answer keys: Rubrics + all answer keys for each
Assessment task/tool mentioned in the Course Specifications

8 Course Intended Learning Outcomes Assessments: Course ILOs Assessment templates
provided by the Quality Unit should be used for each Assessment task/tool mentioned in
the Course Specifications

9 Final grade report with breakdown as per the grading system

10  Examples from across the range of student performance of graded responses to all
assessment instruments: excellent, average and poor performance responses

11 Summary of the student feedback on the evaluation of the course (for each section)

12 Faculty CVs and Teaching philosophies (in case of new faculty members)

13 Copies of all teaching materials

SIGNATURES
Course Coordinator Signature: Program Coordinator Name:
Date: Signature:
Date:

Please note that all course file components have to be submitted in electronic formats (Word, PDF, etc.)
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Course Evaluation Survey (CES)

College Program Gender Course Name Section Academic Year Semester

Satisfaction

Items
514 | 3|2

Questions about the start of the course

The course outline (including the knowledge and skills the course was designed to develop)

was made clear to me.

The things | had to do to succeed in the course, including assessment tasks and criteria for

2.

assessment, were made clear to me.

The course requirements (like attendance, grading, etc.,) were made clear in the first session of
3.

the term

Sources of help for me during the course including faculty office hours and reference material,
4,

were made clear to me.

Questions about what happened during the course

The conduct of the course and the things | was asked to do were consistent with the course
5.

outline.

My instructor(s) were fully committed to the delivery of the course. (Eg. classes started on time,
6.

instructor always present, material well prepared, etc.)

7. The course subject matter achieves the course goals

8. | My instructor(s) had thorough knowledge of the content of the course.
9. My instructor(s) were available during office hours to help me.

10.  The course instructor provides feedback to assignment within one week
11. | The course instructor feedback helps me to improve

12. ' The course instructor grades reflect the work done

13. | My instructor(s) were enthusiastic about what they were teaching

14. | My instructor(s) cared about my progress and were helpful to me.

15. | | am satisfied with the course instructor's communication of course materials

DAU- GDPD&QA- DQA- Quality Culture Unit ©2024
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Satisfaction
Items
514 |3]|2

16. 1 am satisfied with the course instructor’s facilitation of discussion
17.  lam satisfied with the course instructor’s establishing of rapport with the students
18. = Course materials were up to date and useful. (Texts, handouts, references etc.)

The resources | needed in this course (textbooks, library, computers etc.) were available when |
19.

needed them.
20. | Inthis course effective use was made of technology to support my learning
21. | Inthis course | was encouraged to ask questions and develop my own ideas
22. | Inthis course | was inspired to do my best work.

The things | had to do in this course (class activities, assignments, laboratories etc) were helpful
23.

for developing the knowledge and skills the course was intended to teach.
24.  The amount of work | had to do in this course was reasonable for the credit hours allocated.
25.  The overall course assessment (quiz, exams, field work) meets the stated course goals
26. . Marks for assignments and tests in this course were given to me within reasonable time.
27. . Grading my tests and assignments in this course was fair and reasonable.
28. ' The links between this course and other courses in my total program were made clear to me.

Evaluation of the Course

29.  What I learned on this course is important and will be useful to me.

This course helped me to improve my ability to think and solve problems rather than just
30.

memorize information
31. | This course improved my ability to communicate effectively

Overall Evaluation

32. | Overall, I was satisfied with the quality of this course.
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