NOTES FOR UNIT CONVENERS ON COMPLETING THE 2012 UNIT OUTLINE TEMPLATE
 These notes are to assist you in completing the Unit Outline template. 

Unit Conveners are to retain the format of the template, including the font, font size and layout. 

The template has been designed for a standard three credit point semester-based unit. The format of the template may be tailored, where necessary, to the requirements of units offered for the full year, off-campus and/or in non-standard teaching periods. 

A title page has been included in response to staff feedback. Inclusion of the title page is optional as it does not form part of the core Unit Outline. If the title page is included, the duplicated heading on page 2 can be deleted.

	Section of Unit Outline


	
	Instructions

	1f
	 Names and contact details for additional academic staff can be included in this section, if appropriate. 



	2a
	 This must be the same wording as appears in the UC Handbook. 

You may number the learning outcomes to make it easier to fill in the alignment table in section 5a. 



	2b
	Generic Skills: Include a statement on generic skills addressed by this unit (ref. http://www.canberra.edu.au/learning-teaching/uc-graduate-attributes). You may number the generic skills to make it easier to fill in the alignment table in section 5a. 



	2c
	 This must be the same wording as appears in the UC Handbook. 



	3a
	 State whether the unit will be delivered: 

a) in traditional mode, that is on-campus in standard teaching periods with weekly lectures/tutorials/seminars/practicals; or 

b) off-campus; and/or 

c) intensively; and/or 

d) according to a schedule differing from the standard teaching periods; and/or 

e) online (i.e. not involving regular staff-student face-to-fact contact). 

f) State whether the unit is combined-taught with another unit. 
g) Clarify which aspects of the unit are flexible (in case e.g. rooms or field trip dates may change). 



	3b
	 List all activities i.e. lectures, tutorials, workshops, laboratory classes, field classes etc. 



	4a
	 List core texts and readings, including their location i.e. bookshop or library or online. 



	4b
	 List any required materials or equipment such as laboratory coats, cameras, computer software or computer hardware etc. together with information on where to obtain them. 



	4c
	State whether access to the unit website on learnonline.canberra.edu.au is a requirement for students enrolled in the unit. 



	5a
	For the due date of assignments in the case of exams state “exam period”. 



	5b
	For each assessment item state the title and description; expectations with respect to type of work and length; assessment criteria and/or allocation of marks to those criteria; referencing requirements; whether dictionaries or calculators are permitted in examinations and if so, what types; penalties for late submission, etc. Lack of appropriate assessment criteria has been the basis for a number of appeals so this section should be carefully completed. 



	5c
	State any additional assessment requirements, for example, if passing a particular assessment item is required in order to gain an overall pass grade in the unit. Also mention any resubmission or extension conditions. 



	5d
	State whether supplementary assessment will not be offered to students in the unit who are eligible for supplementary assessment according to the Supplementary Assessment Policy. Note: Students who have failed a single unit in their final semester with a final mark between 45-49%, where the unit is required for course completion, are eligible for supplementary assessment. However, a Unit Convener may seek permission from the Associate Dean (Education) for an exemption from the requirement to offer supplementary assessment to students in the unit if it is impractical or inappropriate to offer supplementary assessment e.g. where the unit involves teaching practicums or professional placements. 


	5e
	Academic Integrity: Include a statement about the Academic Integrity Module (AIM) if it is used. 


	5f
	State whether text-matching software from an external service (such as Turnitin) will be used to check for plagiarism. 


	6a
	This statement must appear in the Unit Outline and not be changed. 


	6b
	This statement must appear in the Unit Outline and not be changed. 



	6c
	State whether participation in activities such as laboratory classes may be required for successful completion of the unit for professional reasons (for example, professional accreditation). In such cases, this requirement must be set out in the Unit Outline. 



	6d
	Example: Students who may be considering withdrawing from a unit/course are encouraged to seek advice before making a decision. 



	6e
	State whether any particular IT skills are required for the unit. 



	6f
	State any costs required for e.g. materials or field classes. 



	6g
	Please modify the sample below to suit your unit: 
This unit involves (place type of placement here - “clinical placement”, “professional practicum”, etc) and therefore, additional student responsibilities are required in addition to those described in section 6. Work-place learning requires strict adherence to professional practice principles and ethics. Client /patient confidentiality must always be maintained (see policy ****), including for assessment items such as reports or essays. The professional nature of this unit also requires 100% participation at all learning activities (lectures, practicals etc if scheduled – see section 3) for the successful completion of this unit (also see section 6c). If attendance requirements cannot be satisfied (e.g. timetable clash), it is recommended that you meet with your course convenor to schedule this unit for a future semester. 



	6h
	List additional matters governing teaching in this unit e.g. citation or report writing requirements, safety information, field class or work placement requirements etc. 

The Unit Outline should not include the detailed information. Rather, put the detailed information, or a link to the information, on the unit’s LearnOnline(Moodle) site.

State whether reading or complying with this information is a requirement for students enrolled in the unit. 


	7
	Unit conveners are encouraged to include additional information on any changes made to the unit as a result of student feedback. 



	8
	Special conditions apply to Unit Conveners changing unit requirements, or introducing new requirements, from those set out in the Unit Outline. These conditions apply to changes on Section 2 (Academic content), Section 5 (Assessment), or other matters requiring student compliance such as attendance on field trips. Changes may only be made: 

(a) if the Head of Discipline and a majority of students have agreed in writing; 

(b) if written advice of the change is then provided on the unit site in the learning management system. If this is not possible, written advice of the change must be then forwarded to each student enrolled in the unit at their registered address; and 

(c) in addition to (a) and (b), under other circumstances specified in the relevant Unit Outline. 



Separate Unit Outlines must be provided for combined units or any other units that have the same content but different unit codes.

NOTE: ALL UNIT OUTLINES MUST BE APPROVED BY THE RELEVANT FACULTY HEAD OF DISCIPLINE BEFORE BEING RELEASED TO STUDENTS.
See here for the Assessment Policy web page: https://guard.canberra.edu.au/policy/policy.php?pol_id=2900
