

Expectations of Major or Course Coordinator (Tasks and Responsibilities)

	Definition

	A Major/Course Coordinator has subject matter expertise in the relevant discipline area and is a point of
contact for the School to manage education matters within its governance arrangements. A Major/Course Coordinator manages and oversees the undergraduate/postgraduate content and integration within/across School/s and reports relevant matters to the School Education Committee/s or equivalent.

	

	Expectations of Major or Course Coordinator

	A Major/Course Coordinator is an advocate for their course of study. They provide leadership in developing and implementing a high standard of teaching, research, creative, and service activities, by encouraging collegiate engagement, participation, and innovation. A Coordinator leads the shaping and implementation of Major/Course curriculum and cohesion, manages policy compliance, fosters collegiate decision-making, and ensures that staff teaching into the major/course understand their
roles and contribute to the discipline, School and University.

A Major/Course Coordinator is expected to meet the qualifications set out in Section 3.2.3 of the Higher Education Standards Framework for the availability, skills and knowledge of teaching staff. a Note: a Major Coordinator can act as coordinator for associated Minors, where appropriate.



Noting the diversity in School operations, a Major or Course Coordinator should usually oversee or undertake the following: b

	Major or Course Promotion

	Maintain and circulate accurate course related information to promote the Major/Course priorities and
objectives.

	Contribute to student recruitment through marketing strategies and activities.

	Encourage cohort-building within the Major/Course, including contributing to prize/award selection
and presentation, where applicable.

	Be available to meet with staff and current or prospective students and make considered
recommendations relating to transition arrangements, entry, cross-institutional enrolment, and recognition of prior learning.

	Manage partnerships and relationships with key stakeholders and communities to strengthen and
support the ongoing development of the Major/Course.

	Major or Course Management

	Ensure compliance with and lead translation of UWA, School and external body processes and policies
within the Major/Course, including professional standards and accreditation, where applicable.

	Lead Major/Course development and documentation, ensuring learning and teaching is consistent with
requirements (for example, updating manuals/handbooks, contributing to accreditation processes, where applicable).

	Monitor and advise on the suitability of units as core and/or elective.

	Consider and approve units for Study Abroad/Exchange.

	Manage Major/Course quality and currency through annual/biennial review, and liaise with key staff,
regarding curricula, assessments, and pedagogy, with due consideration of student feedback.

	Manage the integration of units within a Major/Course. This includes appraising the appropriateness of:
content duplication; knowledge scaffolding and learning outcomes, whilst accounting for cross- discipline content; and ensuring discipline experts are delivering content.

	Evaluate the appropriateness of assessments between units and across levels, including responsibility
for review of all substantial unit assessments (as a guide >30% of unit grade).

	Review the timing of assessments across the academic teaching periods, giving consideration to
student workload.

	Review and fulfil curriculum change process requirements, in accordance with the University Policy on
Coursework Units (4.6, 4.7).

	Participate in School level student result validation meetings to provide oversight and/or Board of
Examiner meetings to consider progression.



aTEQSA Higher Education Standards are listed in Appendix 1, University Policy on Assessment.
bTasks and responsibilities are undertaken with appropriate support (e.g., from Head of Discipline), as determined by the School.

	Leadership

	Provide leadership and support for Unit Coordinators to fulfil their role, as per the Expectations of Unit
Coordinators documentation (Appendix 1, University Policy on Assessment) and provide oversight of academic conduct.

	

	

	Lead course-related quality assurance processes, for example, Institutional Course Reviews,
benchmarking, and peer review of teaching and assessment.

	

	Promote innovation and quality teaching through collaboration with Unit Coordinators to enable
improvements and currency, as appropriate.

	

	Assist staff where practicable to generate and deliver on initiatives that encourage and foster
innovation and engagement.

	

	In accordance with the procedure outlined in the University Policy on Review and Appeal of Academic
Decisions Relating to Students (Schedule A), be available to advise Unit Coordinators regarding informal review in the event of an appeal against any of the following:
•  assessment outcome
•  final grade
•  academic decision.

	

	

	

	Professional Development and Scholarship

	Take opportunities to enhance understanding of authentic assessment processes, learning
technologies, pedagogical approaches, etc., by attending relevant Professional Development (PD) courses, and encouraging other staff to do so, in alignment with the University Policy on Higher Education Academic Scholarship.

	

	

	

	Engage with the profession and/or relevant industries, where applicable.




For policy links: UWA Policy Library
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