
Logistics around your course(s) / Teaching Responsibilities in a nut-shell  (august 2018)  

1. Discuss the choice of your course(s) with the educational director, who divides teaching duties. 

 

2. Design your course based on the learning objectives that you have set, student evaluations, self-reflection 

reports and contents of related courses. Pay special attention to the planned examination, as this co-

determines the way students study.  

 

3. Complete your course in the e-prospectus by providing detailed information on the course objectives, 

assessment method, mode of instructions and more. You can access your course online by going to 

https://studiegids.leidenuniv.nl/admin and use your ULCN account to log in. Please modify the different 

sections of the course as you see fit, using the instructions on how to write learning objectives. 

 

4. Discuss the time schedule of your course(s) with the educational coordinator (in the period March-May). 

Plan as concisely as possible, so think one year ahead about holidays, conferences and other visits; future 

changes in the schedule might be very difficult and will certainly create lots of extra work! 

 

5. Assistants for your course (PhDs and student assistants) will be assigned by the education assistant 

(Danielle Verhoeff) and the educational director (OD, Martin van Exter), based on your wishes and the 

overall picture. Please check the complete selection and suggest improvements when all parties agree. 

 

6. Fill the blackboard pages of your course, which you’ll get from the educational coordinator. Minimum 

requirements: contact information and a clear overview of the study material covered in the course, or a 

link to a webpage that contains this information. 

 

7. During you course, ask for continuous feedback from the students, either during or after each lecture (for 

instance from fixed ‘feedback group’). Facilities that you might like to use during your course are: (i) 

recording of lectures (ask Gerard-Jan Sluman for help), (ii) personal feedback on your lecture style from 

ICLON (ask OD for contact information), (iii) online or other forms of homework.  

 

8. Remind the students that they should register and de-register for the exam and resits in uSis at least 10  

working  days  prior to the exam/resit. In return, the FWN education office will send you a list of 

participants prior to the exam. If your exam is not officially scheduled, you can still ask for an empty list by 

email to cijferslion@science.leidenuniv.nl 

 

9. Compose the exam and consult  a ‘second reader’ to check it’s clarity and difficulty; the second reader can 

be a former lecturer of the course, a member of the Examination Committee, or a knowledgeable colleague. 

 

10. Distribute the questionnaires (vakevaluaties) that you have received from the educational assistant 

during the exam and return the completed questionnaires to her. 

 

11. Grade the exams and send a signed list of the grades to the FWN educational office within three weeks, 

either by email to cijferslion@science.leidenuniv.nl, if you have a scanned signed version, or both by email 

(unsigned version) and internal mail (signed version) to Stephanie Trousselot-Dijkshoorn, Edu Center FWN. 

 

12. Hand the graded paper exams to the education coordinator for student inspection. After 1+ month these 

exams will be transferred to a cabinet in the basement, for storage for the required period of 2 years. 

 

13. Upload the exam/resit   solutions and the name of the 2nd reader to the on-line Educational Archive 

(EduArXiv) https://education.physics.leidenuniv.nl/archive/eduarxiv/login#edu  

 

14. Write a self-reflection report after you receive a summary of the questionnaires mentioned under point 

10. Please evaluate the course as a whole and reflect on aspects to keep and aspects to improve next 

year. Email this report to eduassist and upload it to the EduArXiv (see above). 
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