Step-by-step plan for lecturers at FNWI

This document contains information for lecturers specifically related to providing education at the Faculty of
Science. General information for lecturers can be found at ru.nl/lecturers.

The Education Centre is here to help you. If you need assistance, please contact a team within the Education
Centre. If you're not sure who to approach, email tipscience@ru.nl.
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% Read more about designing education on the RU website for lecturers.

ASSISTANCE WITH COURSE SETUP [
DESIGN
As a lecturer, you are primarily affiliated with one of the five
educational institutes. However, you may teach a course for another ASSISTANCE WITH COURSE SETUP
institute or have students from different programmes participating YOUR COURSE IN OSIRIS AND BRIGHTSPACE

in your course.
SUBMITTING COURSE INFORMATION

Educational Institutes:

® Biosciences
Computer Science and Information Science (iCIS) CHECK THE TIMETABLE AND COURSE PLANNING

SUBMITTING COURSE SCHEDULING INFORMATION

Inter- and Transdisciplinary Education (ITE)

Molecular Sciences (MW)
Mathematics, Physics and Astronomy (WiNSt)

Each educational institute has its own education coordinator. For questions about, for example, your course setup
in OSIRIS, preferably contact the coordinator of the institute that coordinates the course.

e View the contact details of programme coordinators of team Policy and coordination.
e If you have questions about setting up Brightspace or using ICT in education, contact the Teaching
Information Point.

For Biology lecturers, the Education Team Biosciences (Eduteam) can help a.o. with innovating and developing courses
and provide support with implementing these plans. Additionally, they coordinate learning trajectories, courses and
activities focussed on personal and professional development (PPD). Read more here (scroll down to Subteams), feel
free to drop by in HG01.333 or contact them via eduteam.biosciences@ru.nl.

YOUR COURSE IN OSIRIS AND BRIGHTSPACE

When you are teaching a course, it will be listed in OSIRIS. The following course-related information is
administered in OSIRIS: course code, course name, study load, quarters, course coordinator, lecturer, examination
dates, registration options for external students, and language of instruction.

It is important to have your course properly set up in OSIRIS as this information automatically becomes visible to
students in the course catalogue and in Brightspace.

You will gain access to Brightspace once you are linked to the relevant course in OSIRIS. For students, they will
appear on the class list in Brightspace when they are registered for the course in OSIRIS.

e New lecturers must request authorisation for access to Brightspace.

e If you do not have access to your course in Brightspace, you are likely not added as a lecturer in OSIRIS.
Contact the course coordinator and/or the education coordinator.

e If you want to add a colleague to Brightspace yourself, you can do so with the Grader-Builder role. View
the steps in the manual.

e Ifyou are unable to add a colleague, contact the Teaching Information Point.

SUBMITTING COURSE INFORMATION

In "OSIRIS Course Input" the course coordinator can modify the course information for the upcoming academic
year. Open OSIRIS Course Input via this link: OSIRIS Course Input.

In spring, course coordinators receive an email request to review and potentially adjust the course information
one final time before it is confirmed for the next academic year. It is important to do this thoroughly as students
choose their courses based on this information.

Do this on time. You have until mid-June to adjust the information. After this point, it will not be possible

to modify the course information until the course has ended.
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e View the instructions for transferring course input to a colleague, adding lecturers, etc.

e The most important items to check and update are:
o Lecturers and their roles (visible/not visible, grading, Brightspace access etc.);
o Required prior knowledge/relationship with other courses (list courses with code and name, and
relationship with other courses when it concerns prerequisites)
o Accurate description of assessment, in accordance with the assessment form and composition.
e If you want to modify the assessment form or composition, contact the relevant education coordinator.
This cannot be done in OSIRIS Course Input.
e This information is part of the Education and Examination Regulations (EER) for the next academic year.

SUBMITTING COURSE SCHEDULING INFORMATION

The "Course Planning Survey", also called the timetabling questionnaire, is completed by course coordinators. This
questionnaire is sent via email to course coordinators by the timetabling team. The course planning survey is used
to gather relevant information about restrictions and preferences for course scheduling, and includes questions
about:

e course activities to be scheduled: what needs to be timetabled: lectures, seminars, practicals; what
needs to be scheduled weekly or non-weekly;

e  course examination (such as written or digital exams, project assignments, interim tests);

e lecture recordings: the aim is for each course to be recorded at least once every two years;

e scheduling restrictions or requirements;

e lecturer availability.

Consider what you want to change immediately after the quarter ends. There are two deadlines for timetabling
information:

e early March for courses in the next autumn semester (S1);
e early July for courses in the next spring semester (S2).

The information is collected at an early stage to ensure appropriate scheduling within the limited campus space
and complex timetabling requirements. The timetabling team relies on the information provided, therefore it

is very important that course coordinators provide the relevant input for scheduling. If you have questions about
the course planning survey, please contact the Coordination and Policy team.

CHECK THE TIMETABLE AND COURSE PLANNING

Based on the course information via OSIRIS course input and the course planning survey, the course has been
scheduled and planned. Check this carefully.

Where can | find my personal timetable?

The personal timetable for courses and examinations can be found via the personal timetable.

e The personal timetable has several useful features, such as subscribing to your personal timetable and
the courses you want to see, exporting your personal timetable to Outlook, iCal, Google Calendar, mobile
phone.

e Changes to the timetable (e.g., room changes) can be made for various reasons, so check the timetable
regularly.

e If you cannot find a specific course in the personal timetable by name, search using the course code.

e If you cannot find a course in the personal timetable, your name has not yet been added as a lecturer for
this course. In this case, inform the course coordinator. They can report this to the Coordination and

Policy team.
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How does course timetabling work?

The timetabling of Faculty of Science courses is done by the timetabling team at the Education Centre. Each
programme has its own programme coordinator who oversees the general structure and coherence of the
programmes. The actual scheduling of courses (lectures, seminars, practicals, etc.) is done based on the "Course
Planning Survey" completed by the course coordinator.

The academic year consists of four quarters of 7 weeks of teaching and 2-3 weeks for assessment.

There is a university-wide planning process for timetabling where large venues and uniform series of lectures are
scheduled first. Individual lectures (including courses with different weekly teaching formats) are scheduled
afterwards. Timetabling takes place in fixed time slots of two teaching hours (45 minutes each):

8.30-10.15;

10:30-12.15;
13:30-15:15;
15:30-17:15;
17:30-19:15.

Double blocks can also be scheduled and the lunch break may be included in scheduling (before or after a block)
as long as students retain the possibility of having a break. This will be the case, for example, if you request a 3-
hour block instead of 2 hours.

What are the steps in the timetabling process?
The organisation and scheduling of teaching follows an annual cycle. Below is a step-by-step overview.

e Determining curricula (by 1 December)

Each year, curricula for the following year must be finalized by the education board by 1 December for
submission to the Programme Committee. Once the curricula are established, it can be determined which
courses need to be scheduled in the coming year and which student groups will attend these courses.

If you want to offer a (new) elective course or make significant changes, this must be approved by the
Programme Board before 1 December. Therefore, consult well in advance.

e Establishing course coordinators (December - January)
Subsequently, the Programme Directors and the Education Board will assign a course coordinator for
each course. The course coordinator is responsible for providing relevant information for planning and
scheduling, a course description, and will (usually, though not always) take on the role of examiner.

e  Course Planning Survey information for semester 1 (early March)
The Education Centre uses the "Course Planning Survey” to gather relevant information about
constraints and preferences for scheduling. This includes the planning of course activities (type of activity,
number of contact hours), examination (written or digital examinations, project assignments), recording
of lectures, and scheduling restrictions or requirements. This information will be the basis for timetabling.
The Education Centre handles the scheduling of 500+ courses based on this information.

e Timetabling
The first semester is scheduled between March and July, the second semester between August and
December.
All schedule-makers at Radboud University use the same software (Termtime) in which the availability of
lecture halls and spaces across the entire campus is continuously updated. Course scheduling is therefore
subject to strict planning that is adhered to by all faculties. The timetables are finalized simultaneously.

e Publication of the timetable (1 July / 1 December)
When all faculties have completed their timetabling and resolved any potential issues, the timetables are
published on the university's timetable page. Subsequently, students can register for courses.

After publication of the draft timetable, you have two weeks to check the schedule of your courses

and report any errors to the timetabling team.

e Course Planning Survey / timetabling questionnaire for semester 2 (end of June)
Same as for semester 1.
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e Timetabling of the second semester (July - December)
Same as for semester 1.

e Publication of the second semester timetable: around 1 December.

Same as for semester 1.

Can the timetable still be changed?

After publication, the teaching and examination timetable will not be changed unless necessary to allow
teaching or examinations to proceed or because rooms would otherwise remain unnecessarily occupied.
Necessary changes include changes due to student numbers, vacancies, or emergencies. Timetabling
preferences are considered as preferences rather than requirements. It is not always possible to
accommodate all preferences. Changes are always communicated as quickly as possible via the timetable

website.

This concerns: Contact:
e Ad-hoc timetable changes Timetabling team at the
e One-off room requests Education Centre

e Questions about timetables
e |naccuracies or
uncertainties regarding

timetables
e  Preferences regarding Timetabling team at the
course scheduling Education Centre

e Limited availability or other
relevant matters concerning
the planning of your courses

e  Problems or questions
regarding lecture recordings

e  Room requests not related You can reserve a teaching space

to teaching via secretariat of your

department or a meeting room

via Radboud Face
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% Read more about teaching on the RU website for lecturers.

SUPPORT FROM STUDENT ASSISTANTS

. . . " IMPLEMENTATION
If you as a lecturer need assistance with your teaching activities, you
have the possibility to request student assistants from the educational SUPPORT FROM STUDENT ASSISTANTS

institute. PROCEDURE FOR EACH INSTITUTE

This applies to all Bachelor's courses and in exceptional cases also to

Master's courses. The faculty board has made special budget available
for this purpose. However, you should first call upon your PhD students
or other staff members. If they are insufficiently available, student assistance may be requested.

Requesting student assistance must be done well before the start of the quarter.

This applies particularly to student assistants from non-EEA countries (click here for a list of EEA countries).
Because they need a work permit and the application procedure can take a very long time, it is important that
placements for these students are requested at least six weeks before the start of the course. Without a work
permit, these students are not allowed to work. The international students in question are aware of this.

What activities can student assistants be assigned to?
See also: https://www.ru.nl/en/staff/services/employment-conditions/student-assistant

Student assistants can typically be assigned to the following activities:

e  Supervising tutorials, (computer) practicals, and excursions during scheduled hours.
e Grading assignments and/or reports according to a complete and clear model answer/rubric. For
tutorials, this must fit within the available time.

In addition, student assistants may after approval from the education coordinator also be assigned to other
tasks. An example of this is grading exams.

How many hours can a student assistant be assigned?
The general guideline is:

e Only supervising tutorials (2 x 45 min) — max. 2 hours

e  Tutorial, workgroup, computer practical (2 x 45 min) including preparation — max. 3 hours

e  Tutorial (2 x 45 min) with preparation and grading according to grading model — max. 4.5 hours

e Practicals — 1 hour per hour of practical (4 hours per half day). For preparation and any grading of
reports etc., arrangements are made per practical course.

Generally, tutorials have one student assistant per group of 20 students. For practicals, the group size may be
smaller. More information about this can be found in the current policy for employing student assistants.

The activities and the maximum number of hours that may be claimed must be agreed in advance with the
Education Centre (through the relevant education coordinator or via coord.support-science@ru.nl). As a course
coordinator, it is your task to ensure that the number of hours claimed does not exceed the number of hours
requested. We assume that you maintain regular contact with the student assistant.

Who finds the student assistants and how does the appointment procedure work?

The procedure for requesting student assistants varies per educational institute (see below for the procedure per
educational institute). However, for all institutes, you preferably look for student assistants yourself. After all, you
know which students are suitable for the relevant activities. If necessary, you may ask the Education Centre for
support in finding suitable candidates.

The Education Centre will assess your request and handle the further administrative processing.

Below you will find more information per educational institute about the appointment procedure and which
persons in the Education Centre you can contact for requesting student assistants. For general questions about
the procedure, contact Gerlinde Hendriks of the Education Centre via coord.support-science@ru.nl.
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PROCEDURE FOR EACH INSTITUTE
Procedure for Biosciences

For Biosciences, you can use the 'Request a student assistant’ form that can be found on the Institute for
Biosciences page. Approximately **seven weeks** before the start of the quarter, all lecturers of the Bachelor's
courses receive a request to complete this form and return it to Gerlinde Hendriks via coord.support-

science@ru.nl.

On the form, clearly indicate which student assistants you have already found, how many hours the student
assistants will work, and whether you need help finding suitable candidates.

For the courses NWI-BP001B, NWI-BP003B, NWI-BP004C, NWI-BP0O01C, you may ask the Education Team
Biosciences to look for suitable student assistants.

Procedure for Computer Science and Information Sciences

When completing the course planning survey, you can indicate if you need student assistants. This survey asks for
the following information:

e An estimate of the number of student assistants needed;
e An estimate of the number of hours for which student assistants are needed.

Before the start of the semester, the education coordinator at the Education Centre, Vera Kamphuis, will process
this request and make a projection of how many hours you may employ student assistants. This takes into account
the expected number of participants and employment in previous iterations of the course. You are responsible for
finding/selecting the student assistants yourself. Start this well in advance. If you have difficulty finding student
assistants, you may ask the education coordinator for help.

Once the student assistants are known, provide their details (name and student number) to the Education Centre
via coord.support-science@ru.nl.

Procedure for Molecular Sciences

About seven weeks before the start of the quarter, all lecturers of the Bachelor's courses receive an email
requesting them to indicate if they need student assistance. The email asks for the following information:

e The number of student assistants needed;

e The names and student numbers of the student assistants already found. If you haven't found enough
student assistants yet, indicate whether you need help finding suitable candidates;

e The number of assistance hours per week, per student assistant. Adhere to the above-mentioned
guideline. For non-standard activities, contact education coordinator Luc-Jan Laarhoven, or Gerlinde
Hendriks via coord.support-science@ru.nl.

Procedure for Mathematics, Physics and Astronomy

Inform education coordinator Emily van Mierlo who (name and student number) will be assisting with your course
(name and code). The guideline is one assistant per 20 students, but this may vary based on previous experiences.
When assistants need to grade assignments, they may typically claim 4.5 hours per tutorial. If you need help
finding suitable candidates, let us know.

Procedure for Institute for Inter- and Transdisciplinary Education

Send an email to Gerlinde Hendriks via coord.support-science@ru.nl, including the following information:

e The number of student assistants needed;

e The names and student numbers of the student assistants already found. If you haven't found enough
student assistants yet, indicate whether you need help finding suitable candidates.

e The number of assistance hours per week, per student assistant. Adhere to the above-mentioned
guideline. For non-standard activities, contact Gerlinde Hendriks via coord.support-science@ru.nl.
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% Read more about assessment and grading on the RU website for lecturers.

PLANNING THE EXAMINATIONS f
ASSESSMENT AND GRADING
Below are important practical aspects mentioned for planning the
examinations. PLANNING THE EXAMINATIONS
Can | change the assessment method of my course? REGISTERING EXAMINATION RESULTS
The correct assessment methods must be described and set up in the RESULT SCALES FOR GRADING
course information in OSIRIS. If you want to adjust the assessment INTERNSHIP SUPERVISION AND ASSESSMENT
method for the next year, contact the relevant education coordinator in k )
good time.

Please note! Normally, the grades of passed partial tests are stored by OSIRIS and used in any final assessment the
following academic year. When the assessment composition is changed, this no longer happens. Changing the
assessment method during the year is only possible with permission from the Examination Board.

What assessment methods can | use?

The course coordinator determines which form of examination is most suitable. There are different types of
(partial) assessment, such as:

e  Written examination (paper or digital)
e  Practical

e  Papers and presentations

e  Oral examination

To discuss which type of examination is possible and appropriate for the objectives and educational activities in
the course, contact TIP Science. For support with digital examinations via Ans, you can contact the digital
assessment coordinators at the Faculty of Science.

How can | conduct digital assessment via Ans?

To start with digital assessment (in Ans), contact digitalassessment-fnwi@ru.nl at least one semester in advance.
Once you have started with digital assessment, you will be contacted a few weeks before the examination for a
final check.

Read more about digital assessment administration.

What do | need to do for written examinations?

For written examinations, a cover sheet must be included with information for the invigilators: including NL or EN,
which aids may be used, and which of the lecturers can be reached at which telephone number.

Written paper examinations must be submitted at least 5 working days before the examination date.

Including cover sheet, answer paper, and any other required materials.

Please deliver the materials in a box or envelope with course code and examination date marked on it to the
Education Administration (HG00.833). Usually, the completed work can be collected from the administration
several hours after the examination.

There is also a printing service. By placing the examination and cover sheet in the course dossier, it will be printed
at the campus print service and automatically delivered to the administration. See here for the instructions.

What do | need to know about invigilation?

The examinations are invigilated; the lecturer does not need to be present but must be reachable and available.
Students are checked to see if they are registered for the examination and if they have valid ID with them. If this is
not the case, they cannot participate.

The invigilators have fraud forms at their disposal. If they use this form, it will be given to the Education Centre
where it will be properly handled by the secretariat of the Examination Board. This may mean that the Examination
Board will contact the lecturer.
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How are special arrangements organized?

The examination of students with special arrangements, especially those with extended examination time, takes
place at the same time, usually in a different room. This is arranged by the Education and Examination
Administration together with the invigilators.

What is important during examination administration?

If something goes wrong in the above procedure, we ask you to report this as soon as possible. Up to one day
before the examination, this can be done by sending an email to the Coordinating Invigilator, Gerrie Derks, at
tentamens@fnwi.ru.nl. On the day of the examination, Gerrie Derks can be reached at 06-53707818 or Bauke
Eekma at 06-22558019.

How do | conduct an oral examination?

The Education and Examination Regulations stipulate that oral examinations take place individually, in the
presence of a second lecturer or observer, or are recorded. In folder 14 (of the course dossier) "Oral exam", you
can store audio and video.

What is expected regarding peer review of the assessment?

The (written) examination must be reviewed by a colleague (peer review) to ensure that the level and quality of
the assessment are appropriate and that all learning objectives are assessed. In folder 9. Exam Test Matrix in the
course dossier, you can indicate in the test matrix who the peer reviewer is.

For questions and comments about the procedures, contact the education administration. Questions and
comments of a different nature can also be directed to the Coordination and Policy team.

REGISTERING EXAMINATION RESULTS

Results of students who have registered for a (partial) examination or test in OSIRIS can be submitted via OSIRIS
for lecturers. View the instructions for entering results here.

RESULT SCALES FOR GRADING

Grades are given on a scale of 1.0 to 10 in whole and half numbers. A 5.5 is not a valid final grade. Between 5.0
and 6.0, it must be rounded to either 5.0 or 6.0. This is done to prevent questioning the dividing line between a
pass and a fail.

Partial grades are processed on a 0.1 decimal scale from 1.0 to 10. When processing partial grades, OSIRIS
automatically calculates the final grade according to the indicated weighting and normal rounding rules to a
whole or half number. Even then, no 5.5 is given. Final results lower than 6.0 are automatically displayed as ONV
or NVD (not fulfilled). When a minimum grade is set for one of the partial tests and that minimum is not achieved
for that partial test, an ONV is also recorded, even if the average is higher than 5.5.

Additionally, the following alphanumeric values can be used in OSIRIS. These have no numerical equivalent. You
should at least use ND and AFM to ensure that no registered students remain on the list without a result.

Grade Description Pass?
ZG Very good Yes
G Good Yes
VLD Sufficient Yes
ov Insufficient No
VD Fulfilled Yes
NVD Not fulfilled No
AFM Withdrawn No
ND Did not participate No
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What are the grading deadlines?
These grading deadlines are in accordance with Article 4.4 of the EER.
e Quarter 1, Quarter 2, and Quarter 3

For first-year Bachelor's courses, examination grades must be registered in OSIRIS lecturer-results within 10
working days after the day of the examination. For courses in other years, the result must be known within 15
working days after the day of the examination. There must be at least 10 working days between the day of grade
announcement and the day of the resit.

e Quarter 4

For courses in Quarter 4, the grade must be announced after a maximum of 5 working days, and there may be 9
working days between the day of the examination and the day of the resit. The examination period in Quarter 4 is
tight. Keep this in mind!

e Extension of grade announcement

In exceptional cases, an extension can be requested from the Examination Board, with a maximum of 10 additional
working days. If this is the case, you must inform students about this via Brightspace.

How do | process grades?

You enter grades for the appropriate test in OSIRIS and must then validate them. This can be done in two ways:

1. Electronic signing of OSIRIS entered grades
For this digital signature, a smartphone with the TiQR app and registration is required. After signing the
results, they are automatically processed and immediately visible to students in OSIRIS Student.
o  See the instructions for more information.
o Contact TIP Science to authenticate the TiQR app.
2. Printing grade list and signing (by email)
If you don't have the TiQR app, choose manual signing in OSIRIS lecturer. This generates a grade list with
a control number. You can print this, sign it, and submit it to the education administration in the
Huygensgebouw (HG00.833) or email the pdf from a @(xxx.)ru.nl or @Radboudumc.nl address to the
Education Administration.

How do | transfer results from Brightspace to OSIRIS?

By combining and editing an exported file from OSIRIS Teacher with an exported file from Brightspace, it is
possible to import results from Brightspace to OSIRIS. First export the grades from Brightspace and create an
Excel of test candidates in Excel. It also possible to import results from Ans to OSIRIS.

INTERNSHIP SUPERVISION AND ASSESSMENT

Read more about thesis and internship supervision on the following page:
https://www.ru.nl/en/staff/lecturers/providing-education/thesis-and-internship-supervision
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% Read more about lecturer development on the RU website for lecturers.

r

CONDUCTING COURSE EVALUATIONS EVALUATION
The conducting of course evaluations is an automated process. Below is the CONDUCTING COURSE EVALUATIONS
course evaluation process: WRITING THE LECTURER EVALUATION

1. Course evaluation invitation to students

COMPLETING THE COURSE DOSSIER

2

On the day of the examination or (for courses without examination) at the
end of the quarter: students receive an email with an invitation to complete
the course evaluation. Example of the questions in the evaluation survey via https://alice.science.ru.nl/.

2. Completion of course evaluation by students

Students can complete their evaluation up to and including the first week of the next quarter. Students who have
not completed the course evaluation receive a reminder a few days before the closing date.

3. Writing the lecturer reflection

On the Monday after the closing date, which will be in the second week of the next period, the course coordinator
receives an email that the course evaluation by students is complete and you can find the results in the course

dossier in folder 4 "Evaluation Students". Based on this evaluation and your own findings, complete the evaluation

form (lecturers) and put this as a pdf in the course dossier.

4. Course evaluations are complete for programme committees

Three weeks after the course coordinator has received the results, the programme committees (belonging to the
studies of which at least 3 students have indicated in the evaluation that they follow this study) automatically
receive a notification of the available results of the survey in the course dossier. The evaluation of the programme
committee is forwarded to the lecturer.

5. Feedback of course evaluations to students
The results of the course evaluations are automatically sent to all students who received an invitation for the
course survey. The results contain the following elements:

e  Evaluation of students
e  Evaluation of lecturer(s)
e  Evaluation of programme committee

WRITING THE LECTURER EVALUATION

The course coordinator reflects on the course and indicates which improvements are needed. For the reflection,
use the evaluation form (lecturers) and place this (in PDF) in the course dossier.

You will receive a message that the course evaluation is complete and the results of the course

evaluations are in folder 4 "Evaluation Students”. You have two weeks to complete the course dossier.

In addition to the lecturer reflection, you also ensure that folder "7 Exam", "8 Exam Answer Template" and "9 Exam
Test Matrix" are filled. **The Examination Board** randomly checks the completeness and correctness of the
course dossiers annually.

COMPLETING THE COURSE DOSSIER

All course materials relevant to the quality assessment of the course are collected in the course dossier. The
course coordinator is responsible for completing the course dossier. If a course is taken over by another lecturer,
the course dossier serves as an important source of information. View the course dossier via this link.
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The course dossier consists of 14 folders. There are folders that are automatically filled from another system. The
course coordinator must provide several folders themselves, see icon. &

Overview of folders in the course dossier:

1. Course Description
Automatically generated from the course catalogue.

2. Learning Objectives
Automatically generated from the course catalogue.

3. Course Schedule Survey
Currently not used.

4. Evaluations Students
The results of the ALICE survey are automatically placed in this folder.

& 5. Evaluation Lecturer
Fill in the Evaluation form file and save it as .pdf in this folder.

6. Evaluation Programme Committee
The Programme Committee will enter their conclusions here over the course of the next quarter.

& 7. Exam
Save the exam questions or the assignment and the exam cover sheet as a .pdf file in the course dossier.

If it is a digital exam, then place an export of the questions in this folder. A digital exam can be printed via
Subjects > Click on the digital exam > Settings > General > Print exam.

If the course does not have an exam, please add a description of the assignment or the assessment method for
another form of examination. Only .pdf files are allowed.

& 8. Exam Answer Template
Save the answer model or rubric as .pdf in this folder.

- 9. Exam Test Matrix
Fill in the Exam Test Matrix or use the Exam Test Matrix (PDF). Save the exam test matrix in the course dossier.

Note! Also add the weighting to the test matrix, so that it is clear to what extent each form of assessment counts
towards the final grade.

L ] .

= 10. Resit

Save the exam questions or the assignment(s) as a .pdf file in the course dossier. If there is no resit, add a .pdf
file named 'no resit'.

& 11. Resit Answer Template
Save the answer template as .pdf in the course dossier. If there is no resit, add a .pdf file named 'no resit'".

& 12. Resit Test Matrix
Save the resit test matrix as .pdf in the course dossier. If there is no resit, add a .pdf file named 'no resit".

13. Evaluation Examination Board
The Examination Board evaluates 25% of the course dossiers annually and places its findings here.

14. Oral Exam
In this folder, the course coordinator can place audio or video files of an oral exam. This allows you to free up
storage capacity on your own PC and you don't have to worry about the retention period of the files.
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What emails regarding course dossiers will | receive?
Two types of emails are automatically sent to the contact person. The contact person is registered in OSIRIS.

¢  When the deadline for students to complete the survey has expired, the results are automatically placed
in the relevant course file and in folder 4. Evaluations Students, and the contact person in OSIRIS receives
an email stating that the student evaluations are ready and that they should begin the lecturer evaluations.

e Three weeks after the above email, there should be a PDF file in folder 5. Evaluation Lecturer. [f this is
not the case, the contact person will receive a reminder.

How do | get access to my course dossiers?
There are three different ways to access the course dossiers:

1. Open via web interface: dossiers.science.ru.nl. Log in with Science account.
2. Use as Unix users /vol/cursusdossiers.
3. Connect external network drive (Microsoft) to your computer: \\docent-srv.science.ru.n\docent.

Log in with Science account. Open folder ‘docent’, open folder with first letter of your account name and then
open the folder with your account name to see your course dossiers of the current academic year and previous
years in subfolders.

Information about connecting a network drive can be found here.

If you are at home or not on the Radboud University campus and you do not have access to the course file, you
must first establish a VPN connection. After that, you can add the course files folder to your computer following
the usual procedure.

You can establish a VPN connection by means of the RU VPN server (EDU-VPN). See further explanations and
manuals.

As of December 2024, the faculty of Science VPN server has been inactivated.

Step-by-step plan for lecturers FNWI Document version 16/04/2026 TO THE TABLE OF CONTENTS



http://dossiers.science.ru.nl/
file://///docent-srv.science.ru.nl/docent
https://cncz.science.ru.nl/en/howto/mount-a-network-share/
https://www.ru.nl/en/staff/services/campus-facilities-buildings/ict/working-off-campus
https://www.ru.nl/en/staff/services/campus-facilities-buildings/ict/working-off-campus

