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Course File Guidelines

General precepts (Requirements by HEC)
1. The institution should have a file for each course “Course File” containing the course specification, samples of previous examination sheets, and results of student evaluation of the course as well as the percentages of students dropping out, passing, and failing the course. The file should include any other relevant information.

2. The institution should ensure the existence of two copies of the course file, one for the course lecturer and the other for the head of the department or program coordinator. This will help in performance follow-up.

3. The institution should provide a system for course evaluation.

4. The Department / Programme Committee/ Council should approve the course specification when preparing/reforming/developing an educational programme and before authorization of the programme by higher authority or, in case of reviewing a course to cope with novel topics or to add/ delete some of programme academic standards
COURSE FILE CONTENTS 
1. Basic Information

a. Program Title (Write program title and semester)

b. Course Code 

c. Numbers of Credit Hours

d. Commencement Date 

2. Course Professional Information 
a. Course Aims
b. Learning Outcomes of the Course (Learning outcomes should be expressed in-terms of following aspects)

i. Knowledge and Understanding: The main information to be gained and the concepts that should be understood from the course.
ii. Intellectual Skills: Explain the intellectual skills, which the course will assist in developing in the students such as; analysis, capability for creative thinking, problem identification, and solving…etc.

i. Professional Skills: These skills demonstrated by the ability of the student, after completing the course, to apply and adopt the topics into professional applications.
ii. General  & Transferable skills: Skills of a general nature, which can b applied in any subject area, including: written and oral communication, the use of new technological tools, ICT, group working, problem solving, management…etc.

c. Course Contents: Write in the main course topics, the number of semester hours allocated for teaching each topic for lectures as well as for seminars, tutorials, exercises, laboratory work, etc. The topics should comply with the content written in the faculty by – laws
d. Teaching and Learning Method: Identify the methods used in delivering the course such as lectures, discussion sessions, information collection from different sources, practical, research assignment, field visits, and case studies etc.

e. Student Assessment 

· Write down the assessment methods used, such as written examinations (mid term, regular, at the end of term) class activities (reports, discussion, practical… etc.). Match the methods used with the course ILOs (item No. 3).

· Time Schedule: identify the percentage of marks allocated to teach assessment tool mentioned above

· Formative only assessment are those, which do not contribute to the overall grading system, but are important in the learning process.

f. List of Books and References 

· Lectures notes: When notes are available, specify whether they are prepared in the form of a book authorized by the department or are handed out to the students part by part.

· Essential books (text books): When the lecturer uses one book that covers most of course contents, specify the book. When the lecturer uses more than one book, which contains parts of the course specify the books and the topics covered by each.

General references, journals, periodicals, newspapers, web sites, which enrich the learning process should also be listed. The references that should be identified in the above items should be written in a standard way (publisher, edition, year, author(s)…etc. Refer also to locations for reading or buying the specified references.
g. Facilities required for teaching and learning : Appropriate teaching accommodation, including teaching aids, laboratories, laboratory equipment, computers etc, facilities for field work, site visits etc, which are necessary for teaching the course.
3. Statistical Information  
a. Number of students enrolled in course 

b. Result of student assessment

c. Distribution of passed students according to:
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	1
	Name
	

	2
	Personal Address
	

	3
	Experience 


	

	4
	Honors & Awards


	

	5
	Membership 


	

	6
	List of Students Supervised  
	Year                  Degree                        Name



	7
	Service Activity 


	

	8
	Brief Statement of Research Interest 


	

	9
	Publications 


	

	10
	Research Grant and Contracts

 
	

	11
	Other Achievements

 
	

	12
	Non- Academic Assignments (Additional) 


	


Please use additional sheets if needed 
