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Guidelines for Preparing and Revising Course Descriptions

The preparation of clear and comprehensive course descriptions is one of the fundamental components of
the Quality Assurance (QA) system of the Study Programmes. Course descriptions are, in fact, the concrete
articulation of the intended learning outcomes and of the methods through which the learning objectives
that contribute to the development of the specific professional profiles of the Study Programmes are
achieved.

Course descriptions must therefore::

- be complete and clearly understandable to students;

- be made available to students through the University website;

- be consistent with the specific learning objectives of the Study Programme, as reported in the Annual
Study Programme Form (SUA-CdS), which is the basis for ministerial accreditation;

- include teaching methods that are consistent with the learning objectives and appropriate for achieving
the stated learning outcomes;

- specify assessment methods that are appropriate and aligned with the intended learning outcomes.

These guidelines are intended to support the work of various actors, each of whom is addressed in a specific
section of the document:

- asection for the Faculties;
- asection for all course teachers and instructors;
- asection for the Study Programme QA Groups.

Below is the schedule of the various activities:

January February March April May June

Approval of Section A4.b2 of
the SUA-CdS for the
following academic year and
allocation of compulsory
courses to the different
learning areas

Completion of course
descriptions for the
following academic year by
course instructors

Verification and revision of
course descriptions for the
following academic year by
the Study Programme QA
Groups

Closure of the SUA-CdS
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1. The Role of the Faculties in the Process of Preparing and Reviewing Course Descriptions

In accordance with the schedule established annually by the Academic Senate for the planning of teaching
activities for the following academic year (normally by mid-February, or in any case in time for the Faculty
Office to take it into account when requesting course descriptions from prospective instructors), and
independently of the opening of the SUA-CdS compilation process, the QA Management Group must submit
for approval to the Faculty Council:

- the description of the different learning areas to be included in Section A4.b2 of the SUA-CdS for the
following academic year, detailed under “Knowledge and Understanding” and “Applying Knowledge and
Understanding: Detail”,

- the allocation of compulsory core courses to the different learning areas (Section A4.b2), so that
candidates for assignment to courses can take this into account when preparing their course description.
The allocation must concern only compulsory courses and must, of course, not include elective courses.
Its purpose is to provide a synoptic overview of how the learning objectives, as articulated in the
Descriptors, are reflected in individual courses.

Please note that a course may be assigned to more than one learning area, but this should be done only
when justified and in specific cases.
The table used can have a simple structure such as the following:

Compulsory core Detail of the Descriptors listed in Framework A4.b.2

courses academic Historical-artistic Economics Language
year 2022/23 disciplines disciplines disciplines

Course 1 X

Course 2 X

Course 3 X X

Course N X

Once the Faculty Council has approved the documents described above, and in line with the timetable set by
the Academic Senate, the Faculty Office may begin the process of collecting course descriptions by sending
a formal request to all instructors who will be teaching in the following academic year. The communication
must include Sections A4.b.1 and A4.b.2 of the SUA-CdS for each Study Programme, so that instructors have
the correct reference material for preparing their course description, along with an indication of the learning
area to which their specific course has been assigned.

The period for completing the course description is set each year by the Academic Senate in the resolution
that launches the teaching plan for the following academic year; typically, instructors have no more than 20
days to complete their submission.

Please note that the English version of each course description will be reviewed and/or produced by a
qualified translator appointed by the Academic Senate. The English version must be published together with
the Italian version.

Once all course descriptions have been collected and reviewed by the Study Programme QA Groups, the final
versions must be approved by the Dean before they are published on the University website.
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2. The Role of Course Instructors in the Process of Preparing and Reviewing Course Descriptions

Course instructors receive a request from the Faculty Office to complete the course description for the
teaching activities assigned to them for the following academic year. The communication includes Sections
A4.b.1 and A4.b.2 of the SUA-CAS for the Study Programme (Knowledge and Understanding and Applying
Knowledge and Understanding: Summary and Detail), so that instructors have the correct reference
materials, as well as an indication of the learning area to which their course has been assigned.

When completing the course description, instructors must ensure consistency across all fields of the form—
learning objectives, course content, teaching methods, and assessment methods—and check that these
elements are appropriate for the nature of the course. The learning objectives must also be aligned with
the description of the learning area in which the course is placed, i.e., with Sections A4.b.1 and A4.b.2 of
the SUA-CdS, and with Section A4d.a, which contains the programme’s overall specific learning objectives
and describes the structure of the curriculum.

Technical instructions and the template for completing the course descriptions are provided in the
appendix, on pages 6 and 11 respectively.
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3. The Role of the Study Programme QA Management Groups in the Process of Preparing and
Reviewing Course Descriptions

As described in Section 1, and in line with the schedule established annually by the Academic Senate for
planning the teaching activities of the following academic year, the QA Management Group must submit to
the Faculty Council for approval:

- the description of the different learning areas to be included in Section A4.b2 of the SUA-CdS for the
following academic year, detailed under “Knowledge and Understanding” and “Applying Knowledge and
Understanding: Detail”,

- the allocation of compulsory core courses to the different learning areas (Section A4.b2), so that
candidates for assignment to courses can take this into account when preparing their course description.

In addition, once course descriptions have been uploaded by the instructors for the following academic year,
all fields of each course description must be reviewed by the Study Programme Coordinator and the Study
Programme QA Group, who may also consult the Dean if needed.

The verification focuses in particular on the consistency between the content of the course descriptions and
the corresponding sections of the SUA-CdS document of the Study Programme, as well as on the
completeness and clarity of the information provided in each field of the form.

Following this review, the Study Programme Coordinator and the QA Group may request that the instructor
revise the course description before it is approved and subsequently published.

Technical instructions for verifying the course descriptions are provided in the appendix on page 17.
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APPENDIX

ENTERING COURSE DESCRIPTIONS ACADEMIC YEAR 2023/24

Instructions for course instructors

Once the relevant Faculty Office has provided the necessary information, the instructor must upload the course descriptions by logging in to iulm.gda.cineca.it

@ o

CINECA L It

G.D.A. i Utente

Gestione Didattica dAteneo LR i
R © Come devo scrivere |'utente?

|

using their usual university credentials.

After logging in, the instructor will see a list of the courses assigned to them.
Select the arrow to open the course activity form (available in the detail row).

5699 - CRITICAL |

RESOURCES Tit.
0/18 9‘

173 -
L) 5699
APERTO IN LAVORAZIONE

D RESC

(IULN
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If the course has the same title as in the academic year 2022/23 and has been assigned to the same instructor, the form will already be pre-filled in draft mode
with the information from the previous year; otherwise, the form will appear blank.

Select the pencil icon to complete and/or revise the various fields. You can expand or collapse all fields at once using the ‘open all’ or ‘close all’ buttons.

When completing the form, please refer to the template for course descriptions and to the contents of the ‘Guidelines for Completing and Revising Course
Descriptions’ issued by the Quality Assurance Board

Campi () cambia stato v I0) copia v : + apri tutte — chiudi tu‘

+ OBIETTIVI FORMATIVI OBBLIGATORIO DA COMPILARE Vs
+ PREREQUISITI OBBLIGATORIO DA COMPILARE Vd
+ CONTENUTI OBBLIGATORIO DA COMPILARE Va
+ METODI DIDATTICI OBBLIGATORIO DA COMPILARE Vs
+ MODALITA DI VERIFICA DELLAPPRENDIMENTO OBBLIGATORIO DA COMPILARE 7
+ TESTI DI RIFERIMENTO OBBLIGATORIO DA COMPILARE rd
+ ALTRE INFORMAZIONI DA COMPILARE Va
+ LINGUA INSEGNAMENTO OBBLIGATORIO DA COMPILARE Vs
+ PROGRAMMA ESTESO DA COMPILARE 7
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OBIETTIVI FORMATIVI

ita

Hi Hz = Normal ¢ T 0%

Insert fext here

DA COMPILARE

eng

Hi Hz

Insert text here

Normal

L %

OBBLIGATORIO DA COMPILARE

©

DA COMPILARE

O

Alternatively (e.g., if the form is blank due to a change in the course title compared to the academic year 2022/23), you can still copy the text from the previous

year, choosing either ‘copy by instructor’ or ‘copy by course activity.

Campi () cambia stato I0) copia ~ B + apri tutte — chiudi tutte
+ OBIETTIVI FORMATIVI ’ OBBLIGATORIO DA COMPILARE rd
+ PREREQUISITI OBBLIGATORIO DA COMPILARE Va
+ CONTENUTI OBBLIGATORIO DA COMPILARE Vs
+ METODI DIDATTICI OBBLIGATORIO DA COMPILARE 7
+ MODALITA DI VERIFICA DELLAPPRENDIMENTO OBBLIGATORIO DA COMPILARE rd
+ TESTI DI RIFERIMENTO OBBLIGATORIO DA COMPILARE Va
+ ALTRE INFORMAZIONI OBBLIGATORIO DA COMPILARE Vs
+ LINGUA INSEGNAMENTO OBBLIGATORIO DA COMPILARE 7
+ PROGRAMMA ESTESO DA COMPILARE rd
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“By selecting one of the listed course activities, the text will be copied and can then be edited if necessary and confirmed.

Aftenzione! Tutti i dati del syllabus selezionato saranno sovrascritti

2022/2023

1437 - IN LAVORAZIONE 0/18 0/18 SELEZIONA >

239 - '
L IN LAVORAZIONE 0/18 m SELEZIONA >

Once the form has been completed (or the copied text has been reviewed), the instructor must change the status of the forms to ‘confirmed’ by selecting the
‘confirm all texts’ option from the ‘Change status’ button”

Campi {) cambia stato ~ I coria ~ H + apri tutte — chiudi tutte
+ OBIETTIVI FORMATIVI Conferma tutti i testi OBBLIGATORIO DA COMPILARE /‘
+ PREREQUISITI OBBLIGATORIO DA COMPILARE Vs
+ CONTENUTI OBBLIGATORIO DA COMPILARE Vs
+ METODI DIDATTICI OBBLIGATORIO DA COMPILARE Vs
+ MODALITA DI VERIFICA DELLAPPRENDIMENTO OBBLIGATORIO DA COMPILARE Vs
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After this, the form must be submitted for review by the Study Programme Coordinator by selecting the ‘Submit for approval’ option from the ‘Change status’
button

Campi Q) cambia stato [[] copia v : + apri tutte — chiudi tutte
+ OBIETTIVI FORMATIVI Metti in Approvazione OBBLIGATORIO COMPLETATA /7
+ PREREQUISITI OBBLIGATORIO COMPLETATA Vs
+ CONTENUT]I OBBLIGATORIO COMPLETATA Vs

Once the form has been submitted for review by the Study Programme Coordinator, its status will appear as ‘under approval.’

1437 -
UMANE
b 1437
O ua APERTO IN APPROVAZIONE 18/18 /18 N
UL
If it is approved by the Study Programme Coordinator, the form will then appear with the status ‘approved;
2559 -
b O  DpEewl APERTO APPROVATO 18/18 8/18 S

ComL

Otherwise, the form will return to the ‘in progress’ status so it can be revised based on the comments provided by the Study Programme Coordinator via email.

For any technical problems, please contact segreteriaweb@iulm.it
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TEMPLATE FOR COURSE DESCRIPTIONS
ACADEMIC YEAR ......

GUIDELINES FOR COMPLETING THE FORM

The course description is for the students, who should be able to easily obtain complete, unambiguous and, ideally, non-interpretable information from it:
the utmost attention must therefore be paid to the clarity and length of the texts, favouring writing that is as concise and schematic as possible. The form
should therefore allow students to understand (autonomously and without the need for further clarification) how the training activities, the available
resources and the bibliography lead to the achievement of the expected learning outcomes, and also make clear the commitment required to achieve them.

The course programme must take into account (without being overly literal or redundant, the educational objectives of the Study Programme as a whole
(as set out in the Annual Study Programme Datasheet [SUA-CdS] of the year in question) and should adhere to them more closely than provided for in the
learning area in which the course has been included. To facilitate this, please find attached:

- the description of the learning objectives for the Study Programme (Framework A4.a of the aforementioned document);

- the table of correspondence between the subjects and the areas of learning of the course of studies approved by the Faculty Council, as well as the
description of the "areas of learning" drawn up according to the framework of the Dublin descriptors (Framework A4 b.2 of the aforementioned
document).!

* %k %k

To fill in the form it is necessary to connect to the Online Services (servizionline.iulm.it).

The content of the form will be reviewed by the QA Group of the related Study Programme, which may request revision and / or integration of the texts;
once approved it will be made public.

Please note that all fields must be translated into English. The translation will be reviewed (or if necessary, carried out) by a professional translator appointed
by the University. For courses taught in English, the form must be completed in English only.

1The 'Dublin Descriptors' represent a five-point outline of learning and skill acquisition expectations for each of the university degrees (irrespective of academic or professional areas).
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Teacher(s)

Name and surname [precompiled field]

Bachelor’s / Master’s Degree course in [precompiled field]

CFUs: [precompiled field]
Number of lecture hours: [precompiled field]

Module: [precompiled field]

Scientific-Disciplinary Sector: [precompiled field]

Name of course — number of CFUs — title of any modules/workshops

Course (in Italian and in English): [precompiled field]

Language in which course is held: (Italian or English) [precompiled field]

OBIETTIVI FORMATIVI (max 1.500 caratteri spazi esclusi) / TRAINING OBJECTIVES OF THE COURSE

Description

Example

This section sets out the specific objectives of the
individual course, in line with the educational
objectives of the course.

In this section the expected learning outcomes must
also be indicated, in coherence with the table of
association between courses and learning areas.
The learning outcomes must refer to the attainment,
even partial, of the following skills, indicating for

At the end of the course, students should:

- know the fundamental principles, generalisations,
theories and concepts of...

- understand the characteristics / needs / constraints
of the processes...

- understand the functioning of a company /
apparatus / system...
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each of them any activities that contribute to the
development of these skills:

- knowledge and understanding (Dublin Descriptor
1): what the student knows at the end of the course;
- ability to apply knowledge and understanding
(Dublin Descriptor 2): what the student is able to do
on completion of the course or what skills they have
acquired;

- critical thinking and judgement (Dublin Descriptor
3);

- ability to communicate what has been learned
(Dublin Descriptor 4);

- ability to undertake further study independently
throughout life (Dublin Descriptor 5)

- be able to apply knowledge to specific problems in
the field...

- be able to select useful principles to obtain solutions
to problems...

- be able to use and explain the meaning of factual
knowledge (terminology, classifications, methods)

- be able to use software of...

- be able to design...

With reference to activities oriented towards the
development of transversal skills, activities involving
the presentation of papers to the class will be
proposed, also with a view to enhancing the ability to
speak in public.

PREREQUISITI (max 500 caratteri spazi esclusi - CAMPO FACOLTATIVO!) / PREREQUISITES

Description

Example

This field should indicate any prior knowledge
indispensable for a successful approach to following
of the course, if necessary indicating any
recommended preparatory courses. It is also
important to state the prerequisites deriving from
previous courses, which are often taken for
granted.

It may be useful to indicate some specific texts for
those who do not have the basic knowledge
required for the course.

Prerequisites must be consistent with the entry
requirements for the Study Programme.

If this field is not filled in, it means that no specific
prerequisites of any kind, other than those that
allowed admission to the course, are required to
attend the course.

To attend the course, students must pass the History
of Contemporary Art exam.

For those who have not studied the history of the
Bauhaus movement in depth, we recommend
reading the following article: ...
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CONTENUTI (max 1.500 caratteri spazi esclusi) / COURSE CONTENT

Description

Example

This section provides a detailed description of the
teaching programme, including the topics covered
by the lectures, exercises and workshop activities.
The course syllabus must be clearly derived from the
teaching objectives outlined above.

The essential content of the course, in line with the
objectives described above, will consist of...
The contents will be structured as follows- ...

METODI DIDATTICI (max 1.000 caratteri spazi esclusi)

/ TEACHING METHODS

Description

Example

This section should indicate how the teaching is
organised.

The choice of teaching methods must be fully
consistent with the learning outcomes indicated
above.

In accordance with the educational objectives of the
course, teaching will comprise:

(e.g.: lectures, dialogic teaching, critical discussion of
the topics dealt with, collaborative lessons in working
groups/experiential learning cycles, carrying out of
exercises and tasks by the student, carrying out of
individual or group projects, analysis and discussion
of cases, seminars, simulation/role play, exercises,
preparation of papers and/or research, workshops,

etc.).

MODALITA DI VERIFICA DELL’APPRENDIMENTO (max 1.000 caratteri spazi esclusi) / LEARNING ASSESSMENT PROCEDURES

Description

Example

This field defines as precisely as possible (clearly
indicating any specific details regarding students
with Specific Learning Disorder) the way in which the
examination is to be conducted and the skills that the
student must possess, demonstrating coherence

The exam will consist of a written exam composed of
2 open questions, lasting 60 minutes (75 minutes for
SLD students).

The result of the written exam, expressed as a mark
out of thirty, will be published on the Community.
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between the expected learning outcomes and the
way in which learning is to be assessed.

It is important to specify

- How the test is to be administered: written or oral
examination;

- how the test is structured: closed and/or open
questions, possibly followed by an oral interview;
group work, self-assessment tests, individual papers,
etc.;

- timing of administration (clearly stating the timing
for SLD candidates);

- arrangements for returning the results (in the case
of written tests);

- tools allowed during the test: dictionaries,
calculators, etc;

- the type of assessment used: a mark out of thirty or
pass/fail;

- weighting of any tests in each individual module or
of the various components within the same test,
where applicable, and in general all the elements
that contribute to calculating the final average.

It is also advisable to indicate any methods of
assessing learning that are differentiated for those
who attend and those who do not, and whether
students on international mobility are offered a
programme and/or method of assessing learning
specifically dedicated to them (differentiated
bibliography, reduced programme, possibility of
taking the examination in a foreign language, etc.); it
is also advisable to specify the absence of such
possibilities, so as not to leave any ambiguity.

Please note that the examination procedures
described are the only ones allowed for all sessions

There will be an oral test (compulsory/optional), the
result of which will be used to calculate a mark
expressed as a percentage...

In the event that, for reasons of force majeure, it is
necessary to carry out the tests online, the
examination procedures may be revised and
updated.
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of the academic year, except in cases of force
majeure or explicitly authorised by the Faculty Dean.

TESTI DI RIFERIMENTO (max 1.000 caratteri spazi esclusi) / REFERENCE TEXTS

Descrizione del campo

Esempio

The reference texts adopted must be listed, clearly
distinguishing between compulsory and optional
texts, if applicable, as well as precise references to
any further material that will be made available (e.g.
in the Community).

Differences should be specified for attending
students and non-attending students as well as for
students on international mobility.

Only in exceptional cases, if essential texts for the
course are published during the year, indicate that
the bibliography will be integrated at the beginning
of the course, communicating the updated
bibliography to the Faculty Offices and requesting
that this form be updated.

Texts should be submitted in the following format:
SURNAME and NAME of author(s), Title, Publisher,
City, Year of publication, Pages or Chapters (if only
parts are required)

It should also be specified whether any editions are
not recommended or whether all editions are
accepted.

ALTRE INFORMAZIONI (max 500 caratteri spazi esclusi - CAMPO FACOLTATIVO) / OTHER INFORMATION

Descrizione del campo

Testo in italiano

Details concerning office hours for meetings with
students may be entered here
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VERIFICATION OF COURSE DESCRIPTIONS ACADEMIC YEAR 2023/24

Instructions for QA Groups

Members of the QA group can review the course descriptions by logging in to iulm.gda.cineca.it using their usual university credentials.

CINECA

Accedi

G.D.A.

Gestione Didattica dAteneo

Utente

© Come devo scrivere |'utente?

After logging in, the QA Group member will see a list of all course descriptions associated with their Study Programme.
The forms submitted for QA review are those with the status ‘under approval.’ Select the arrow to open the course activity form (available in the detail row).

ivita Formativa ato Periodo Compilazione ato esti salvati esti confermati
Attivita F iti Stato Periodo C ilazi Stat Testi salvati Testi conf iti
2771 - PRI

L O 232 - APERTO IN APPROVAZIONE 16/16 0/16 =

2801 - PRI

Ly O 2a2- APERTO IN APPROVAZIONE 16/16 16/16 >

In this version of the platform, there is no feature for managing the versions or for automatic notifications to the author when revisions are requested. A QA
group reviewer can either make the necessary changes directly or ask the author to make them. If the author is asked to revise the form, it will not be approved

Presidio della qualita luglio 2023 17/18



and will be returned as ‘in progress,’ so the author can make the corrections and resubmit it for approval. Alternatively, the reviewer can approve the form, which
will then change to the status ‘approved,” completing the review cycle. To approve or reject a form, simply select the corresponding option from the ‘Change
status’ button.

Campi () Cambia stato 0] copia ~ : + apri tutte -
+ OBIETTIVI FORMATIVI Elimina OBBLIGATORIO COMPLETATA
+ PREREQUISITI Approva OBBLIGATORIO COMPLETATA
+ CONTENUTI Non Approvare OBBLIGATORIO COMPLETATA
+ METODI DIDATTICI OBBLIGATORIO COMPLETATA

Translators can only work on forms that are marked as ‘approved.’ To request a priority translation, click the : menu and choose ‘Request Translation.” After

handling any priority requests, translators are also expected to review all the other forms. The same menu also allows you to print the form.

Campi (./} Cambia stato I_D Copia ~ §‘+ apri tutte —

+ OBIETTIVI FORMATIVI Elimina OBBLIGATORIO COMPLETATA

+ PREREQUISITI Richiedi traduzione |0 COMPLETATA

+ CONTENUTI & Stampa | g COMPLETATA
E

+ METODI DIDATTICI OBBLIGATORIO COMPLETATA

Once the translators have confirmed that their work is complete, the forms will be published automatically. They will then appear as ‘published’ and will be
publicly accessible in the Course Catalogue.
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