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Introduction 
 
Welcome to CQUniversity! We hope that your experience here is a fulfilling one. For many casual 
staff this is your first exposure to academia since your own studies, and the thought of crossing to 
“the dark side” seems daunting. For many again, this may be your first opportunity to teach, which 
is also challenging. 
 
This resource has been designed with input from early career academics at CQUniversity who 
suggested topics that would have been useful for them to know when they were starting out. The 
guide has been written in an informal way to make it easier to read. 
 
This isn’t designed to be a definitive guide, but rather an overview that can provide you with some 
of the basics and suggestions of where to go for further information. The readings that have been 
selected are short and undemanding to read, but still contain information that will help you hit the 
ground running. 
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Top twelve useful websites 
If you read nothing else from this resource, then these twelve websites could be really useful to 
you! Please note that these titles and web addresses were correct at the time of writing. If you are 
unable to locate a page, try searching CQUniversity’s website, using the title. 
 
 
1. Information for new staff 
http://www.hr.cqu.edu.au/FCWViewer/view.do?page=2098 
 
The first site contains: 

- an online induction 
- resources for new staff and their supervisors 
- staff orientation checklists 

 
The second site contains streaming presentations on a range of topics useful to the new staff 
member. 
 
2. CQUniversity’s Functional Directory 
http://content.cqu.edu.au/Core/azlist.do  
 
This lists all of the organisational areas within CQUniversity, and is a really useful way to navigate 
the CQUniversity website. 
 
 
3. CQUniversity Glossary 
http://glossary.cqu.edu.au/Glossary/ 
 
A useful, CQUniversity-specific, glossary for translating all of those terms you don’t understand and 
are too scared to ask about! 
 
 
4. Student Handbook 
http://handbook.cqu.edu.au/ 
 
The online guide to programs and courses offered by CQUniversity. 
 
 
5. CQUniversity Policies 
http://policy.cqu.edu.au/ 
 
A list of all policies applicable to CQUniversity. Recommended policies for new academic staff are: 
Assessment of Coursework Policy, Grades and Results Policy, Academic Roles and 
Responsibilities Manual. 
 
 
6. Course Profiles 
http://courseprofile.cqu.edu.au/ 
 
Provides past and current Course Profiles for most CQUniversity courses.  
 
 
 
 
 
 

http://www.hr.cqu.edu.au/FCWViewer/view.do?page=2098�
http://content.cqu.edu.au/Core/azlist.do�
http://glossary.cqu.edu.au/Glossary/�
http://handbook.cqu.edu.au/�
http://policy.cqu.edu.au/�
http://courseprofile.cqu.edu.au/�
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7. Library 
http://www.library.cqu.edu.au/ 
 
The home page for the CQUniversity Library. Here you can find access to databases, Course 
Resources Online, library guides for courses and much, much more! 
 
 
8. Moodle 
http://moodle.cqu.edu.au/login/index.php  
 
The staff login screen to access Moodle, the  learning management system used at CQUniversity 
(this has replaced webfuse and blackboard in 2010).  
 
 
9. Learning and Teaching at CQUniversity 
http://learning.cqu.edu.au/ 
 
Contains heaps of resources on useful Learning and Teaching topics such as staff development, 
including  

• Workshops 
• Videostreams of seminars (http://learning.cqu.edu.au/FCWViewer/view.do?page=8011) 
• DIY Guides (http://learning.cqu.edu.au/FCWViewer/view.do?page=8108). 

 
 
10. Communication Learning Centre 
http://clc.cqu.edu.au/  
 
This site is aimed more at students, and is a useful place to refer students to if they are having 
problems with their assessment writing. Distance education students are able to have drafts of 
their assignment read, and on-campus students have access to regular workshops. 
 
 
11. Referencing 
http://facultysite.cqu.edu.au/FCWViewer/view.do?page=3949  
 
If it has been a while since you used academic referencing, or your faculty uses a different style 
than you are used to, this site is very handy.  This is a site that you may frequently be referring 
students to. 

http://www.library.cqu.edu.au/�
http://moodle.cqu.edu.au/login/index.php�
http://learning.cqu.edu.au/�
http://learning.cqu.edu.au/FCWViewer/view.do?page=8011�
http://learning.cqu.edu.au/FCWViewer/view.do?page=8108�
http://clc.cqu.edu.au/�
http://facultysite.cqu.edu.au/FCWViewer/view.do?page=3949�
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CQUniversity’s Environment 
CQUniversity Executives1

Chancellery 

 

While the university structure has some similarities to commercial organisations, there are 
differences, which can be confusing at first. The Chief Executive title is not used. Rather, the 
equivalent position is known as the Vice-Chancellor and President. The Vice-Chancellor and 
President is supported by an executive team (also know as the Chancellery) that are shown 
diagrammatically below. The 

http://chancellery.cqu.edu.au/FCWViewer/getFile.do?id=30272

Vice-Chancellor and the Chancellery are responsible to the Council 
for overall direction of the University.  For a more detailed view of the organisational structure, visit 

  
 

 
 
 

University Council3

The University Council has the ultimate responsibility for the management and control of the total 
operation of the University which includes its day-to-day affairs, property holdings and financial 
management. The Council has the full power and authority to appoint and dismiss officers and 
employees of the University. It acts in all matters to advance the interests and aspirations 
CQUniversity. 

 

 

                                                
1 Central Queensland University. (n.d.). CQUniversity Executives. Retrieved November 3, 2009, from 
http://chancellery.cqu.edu.au/FCWViewer/view.do?site=11 
3 Central Queensland University, (n.d.), Council Homepage, Retrieved November 5, 2009, from 
http://council.cqu.edu.au/FCWViewer/view.do?site=206 

http://chancellery.cqu.edu.au/FCWViewer/getFile.do?id=30272�
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Faculties 
As academic staff, you will be employed within faculties.Current CQUniversity faculties are: 

1. Faculty of Arts, Business, Informatics and Education (FABIE) 
2. Faculty of Sciences, Engineering and Health (SEH) 

 
Each of these faculties has their own structures, which won’t be detailed here.  
Regardless of the structures, each Faculty has: 

- a Pro Vice Chancellor & Executive Dean, who is the person responsible for the faculty 
- an Associate Dean (Learning and Teaching), who is responsible for the programs 

taught in that faculty 
- an Associate Dean (Research and Innovation), who is responsible for the research 

within the faculty (including the supervision of post graduate students). 
 
Who’s who in the zoo? 
No doubt you will be meeting many people in your first few weeks at CQUniversity. Keeping track 
of people, their roles and how it all fits together can be daunting. Here are a few tips to help you 
get by: 
 

1. To get an idea of your faculty, visit the website. Have a look at the Faculty heading on the 
website, to view the structure and who holds which positions. 

2. Look at CQUniversity’s Functional Directory (http://content.cqu.edu.au/Core/azlist.do) This 
lists all of the organisational areas within CQUniversity, and is a really useful way to 
navigate the CQUniversity website. 

3. Look at your faculty staff listing. These are maintained by staff and have contact details, but 
also usually list what subjects they teach, research areas and publications. 

4. To see who is teaching a particular course, go to http://courseprofile.cqu.edu.au/ and look 
up the current or previous course profile. This lists teaching staff and other course 
information. 

5. To find someone’s contact details, go to http://phonebook.cqu.edu.au/ which will give you 
their phone listing. You can also use Outlook’s global address book to find which 
organisational units a person belongs to. 

 
 
Acronyms and terminology 
You won’t just be learning people’s names; like any organisation, CQUniversity has its own jargon 
and acronyms. Many of these are outlined in the CQUniversity Glossary 
(http://glossary.cqu.edu.au/Glossary/). Here are a few basic ones to get you started. 
 
  
Communications 
Learning Centre 
(CLC) 5

The Communications Learning Centre (CLC) is a unit of the Academic 
Learning Support Unit, within the Division of Library Services at 
CQUniversity. It supports the University's students at all levels of tertiary 
study through advising on assignment structures and formatting (among 
many other roles) and has staff at the Rockhampton, Bundaberg, Emerald, 
Gladstone and Mackay campuses.   CLC staff encourage academic staff to 
refer poepl e to the centre. They don’t just help students who struggle. 

 

http://clc.cqu.edu.au/  
 

 
 

 
 

                                                
5 Central Queensland University. (n.d.). CQU Glossary: terms and definitions. Retrieved October 29, 2009, 
from http://glossary.cqu.edu.au/ 

http://content.cqu.edu.au/Core/azlist.do�
http://courseprofile.cqu.edu.au/�
http://phonebook.cqu.edu.au/�
http://glossary.cqu.edu.au/Glossary/�
http://clc.cqu.edu.au/�
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Course4 

 
A course (often called a subject or unit) is a component of a program of 
study and is normally taken over a single term. A standard three-year 
bachelor degree (or program of study) consists of 24 courses. (Source: 
Student Handbook) 
 
A discrete portion of academic work (course), normally taken over a single 
12 week term, for which a student enrols and on completion of the term is 
awarded a grade that is entered on to the student's academic record. 
(Source: Student Dictionary) 
 

Course Profile4 A document prepared by the course coordinator, in consultation with the 
Head of School, that provides details of the course in accordance with the 
University template and includes: 
 
- a study schedule showing the topics to be covered 
- the learning outcomes 
- required textbooks and any suggested reference materials 
- details of the mode of delivery and any student resources 
- the structure of assessment, details of the assessment items and due 

dates for submission and 
- the assessment criteria. 
 
The Course Profile is available to each student enrolled in the course no 
later than the first week of the term. 
 
For access to the current Course Profiles go to 
http://courseprofile.cqu.edu.au/. 
 

Course resources 
online6

Course Resources Online is a collection of digitized copyright journal 
articles and/or book chapters. CROs are made available when there are 
insufficient hard copy/print versions to meet the anticipated demand by on-
campus or external students. These resources have been selected, in 
consultation with the relevant academic staff member/s, to complement 
courses offered at CQUniversity.  

 

 
CQUniversity 
 
CQUcentral4 

Central Queensland University 
 
The University’s online student records management system. This is the 
primary student interface where students interact with administrative 
management of their enrolments as well as to access into their course 
learning areas on the LMS (Moodle). 
Refer to CQUcentral for more information. 
 

DEEWR 
 
 
 

Department of Education, Employment and Workplace Relations  
(Formerly DEST) 
 
 

Grade 
abbreviations/ 
acronyms 

There are a lot of abbreviations and detailed information about the various 
grades that can be awarded to students. This information can be found in 
the Grades and Results Policy. All policies can be found at 
http://policy.cqu.edu.au/ 
 

 
 
 

 
 
 

                                                
6 Central Queensland University. (n.d.). Course resources online. Retrieved October 30, 2009, from 
http://www.library.cqu.edu.au/resources/cro/index.htm#CROs 

http://courseprofile.cqu.edu.au/�
http://signon.cqu.edu.au/amserver/UI/Login?org=cqu.edu.au&goto=https://cqucentral.cqu.edu.au/psp/ps/?cmd=start�
http://policy.cqu.edu.au/�
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Interactive 
System-wide 
Learning (ISL) 4 
 
Moodle 

 
 
Videoconferencing facilities that allow video and audio interaction between 
CQUniversity campuses. ISL occurs in purpose built lecture theatres. ISL 
lectures can also be recorded and kept for students to stream on demand. 
 
CQUniversity’s new online learning system. This system has been selected 
to replace both Blackboard (also know as e-courses) and Webfuse from 
the start of Term 1, 2010. Extensive piloting, training and testing has been 
carried out in 2009.  
 

 
Peoplesoft4 CQUniversity's corporate student system. Application and enrolment data for 

all student records are recorded on this system. 
 

Program4 A program is the combination of courses, that make up the full degree award 
with which a student graduates, such as a Bachelor of Arts. (Source: Student 
Handbook) 
 
An award program, non-award program, enabling program, or cross 
institution program undertaken at a higher education institution. (Source: 
Department of Education, Employment and Workplace Relations (DEEWR), 
Analysis & Planning Unit) 
 
A defined collection of courses, together with any specified practical or work 
experience, comprises a program (Faculty of Arts, Business, Informatics and 
Education). 
 

Student 
Handbook4 

The CQUniversity Student Handbook contains information on admission, 
enrolment, examinations, student support and University programs and 
courses. It is the student's responsibility to read, know and understand the 
rules and requirements set out in the handbook that govern successful 
course and program completion.  http://handbook.cqu.edu.au/ 
 

Term4 The principal teaching period of the academic year and also referred to as 
semesters.  There are three terms: 
 
Term 1 (T1)—previously known as Autumn term 
Term 2 (T2)—previously known as Winter term 
Term 3 (T3)—previously known as Spring/Summer term. 
 
The 2010 Academic Calendar can be found at 
http://facultysite.cqu.edu.au/FCWViewer/getFile.do?id=29579  
and can be read in conjunction with 2010 calendar of Principle Dates 2010 at   
http://handbook.cqu.edu.au/Handbook/dates.jsp?selectedYear=2010&select
edTerm=&selectedMonth= 
 

 
Webfuse A ‘home-grown’ Learning Management System that comprises course 

delivery capabilities, as well as an administrative backend that allows the 
upload of grades and management of other course administrative related 
matters such as assignment extension and plagiarism registers (AMD). 
Webfuse will continue (like Blackboard) to be available as a legacy system 
after the Moodle conversion as students completing supplementary 
assessment items may require access to pre 2010 course data, as may 
academics for reference purposes.  

http://handbook.cqu.edu.au/�
http://facultysite.cqu.edu.au/FCWViewer/getFile.do?id=29579�
http://handbook.cqu.edu.au/Handbook/dates.jsp?selectedYear=2010&selectedTerm=&selectedMonth�
http://handbook.cqu.edu.au/Handbook/dates.jsp?selectedYear=2010&selectedTerm=&selectedMonth�
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Teaching and delivery 
 
Roles and Responsibilities of Course Coordinators7

The Course Coordinator is responsible for overseeing the administration of academic courses at all 
campuses and teaching sites.  This ranges from pre-term planning, ensuring that Lead Lecturers 
(lecturers and tutors) deliver the teaching and assessment items of courses to students to a high 
and consistent quality and standard, to moderating assessment items across campuses, to 
managing final student results. Check with your faculty for specific instruction on the quality 
processes that underpin these course cycles. 

 

 
(Please note – not all programs/courses offer exams as part of their assessment) 
 
The role of the Course Coordinator requires that they liaise regularly with, and be available to Lead 
Lecturers (lecturers and tutors) who teach the programs as well as staff on campuses and teaching 
sites who play significant administration or management roles.  Students may evaluate courses 
and teaching staff in accordance with the policies and procedures for evaluation of courses 
developed by CQUniversity.  
 
The information contained in this section has been taken from Academic Roles and 
Responsibilities Manual – Queensland Regional Campuses and Teaching Sites Policy. Please 
refer to this policy for the latest version and for more detailed information on the roles and 
responsibilities of the Course Coordinator. 
 

 
Roles and Responsibilities of Course Coordinators 

1. Pre-term planning 
• Preparation and resources 
• Desk copies organized with publisher (if applicable) 
• Information technology requirements identified 
• Course profiles supplied 

2. Contacting Lead Lecturers/lecturers/tutors 
3. Providing Lead Lecturers/lecturers/tutors with program tutorial activities and solutions as 

relevant 
4. Coordinating with Lead Lecturers/lecturers and tutors regarding course, assessment, 

moderation and examination (ongoing) 
5. Managing assessment including assignments, examinations, moderation and marking 
6. Distributing mark spreadsheets, recording marks electronically and reviewing mastersheets 
7. Standardising tutorial activities 
8. Managing and coordinating end of term tasks 
9. Managing examination advice 
10. Preparing final results 

 
Details of the Course Coordinator’s role can be found at 
http://policy.cqu.edu.au/Policy/policy.jsp?policyid=195. 

                                                
7 CQUniversity Australia. (c. 2009). Academic Roles and Responsibilities Manual - Queensland Regional 
Campuses and Teaching Sites. Rockhampton, QLD, Australia: Author. Retrieved 5 November 2009, from 
CQUniversity Policy Web site: http://policy.cqu.edu.au/Policy/policy.jsp?policyid=195 

http://policy.cqu.edu.au/Policy/policy.jsp?policyid=195�
http://policy.cqu.edu.au/Policy/policy.jsp?policyid=195�
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Planning and preparing: face to face 
Planning and preparing your teaching is crucial to ensure a good “performance”. Think back to 
teachers/lecturers you had when you were studying, and a common element among the successful 
teachers will be careful professional planning. 
 
The planning of delivery in the early stages of your teaching career will take a lot of time. Don’t 
worry about this, it does decrease as you get more comfortable with the material and confident with 
your audience. Think of it as an investment in your teaching in later years. You may also find that 
while you are very familiar with the content that you are teaching, it takes a deeper or different kind 
of familiarity to actually be able to communicate these concepts to other people. This means that 
while you are teaching, you will also be learning! 
 
Here are some readings in the Sessional Teaching at CQUniversity guide that will assist you in 
getting warmed up for teaching: 
 

 Seven principles for good practice in undergraduate education 
 Fostering a deep approach to learning  

 
Also view the following electronic journal articles: 
 
Bangert, A. W. (2005). The seven principles of effective teaching. Nurse Educator, 30(5), 
 221-225. Retrieved February 4, 2008, from Journals@Ovid Nursing Collection  
 2 database. 
 
Bradford, B. M., & Peck, M. W. Jr. (1997). Achieving AECC outcomes through the seven  
 principles for good practice in undergraduate education. Journal of Education for Business,  
 72(6), 364-368. Retrieved from February 4, 2008, from ProQuest database. 
 

Lecture 
You may have heard about different learning styles; how we all learn and construct material in 
different ways. Teaching is no different. Everyone has their own unique style of teaching and it 
takes some time to find what suits your topics, class and your own personality. Some lecturers are 
comfortable with lots of discussion and questioning during a lecture, while others prefer an 
allocated session for this at the end. Others again have done away with the traditional large room 
lectures and prefer to combine the material into a workshop style session to replace the 
lecture/tutorial. You might not have the flexibility to make such dramatic decisions, but you can 
personalise a topic and make it “your own”. 
 
Your first lecture might seem like your worst nightmare, particularly if you aren’t used to public 
speaking. A good preparation process can ease you into this process. Some steps for good lecture 
preparation include: 
 

- Know the topic! Read any readings/chapters that relate to the topic 
- If you have been given PowerPoint slides, don’t just use these without modification. 

Change the order, headings or dot points to suit you and what you want to say. 
- Slides should not contain the entire material—otherwise you would be redundant! Put 

the key points on the slide and speak the rest.  
- If you are nervous about speaking “off the top of your head”, make some additional 

notes using PowerPoint’s speaker notes, or handout pages.  
- Resist the temptation to put all of the material in writing—it is too tempting to just read it 

later on. 
- Rehearse your lecture out loud. A friend or fellow staff member can assist in giving you 

feedback. 
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- Visit your lecture room before the first day. Check out the light, air conditioning panels. 
Most importantly, take along your presentation and load it up. Ensure the USB drive, 
CD or other format you have your presentation in can be loaded and that there aren’t 
password or software issues. 

- It is OK to admit you are nervous to the class! 
 
These are just some general tips. The Communications Learning Centre has some information that 
is designed for student’s preparing presentations, but it is pretty straightforward and still relevant 
(http://clc.cqu.edu.au/FCWViewer/view.do?page=846).  

Tutorial 
Tutorials are a bit less daunting than a lecture, because the group size is smaller and the setting is 
generally more informal. However, the use of questioning can add a whole new dimension of fear; 
the silence after a question has been asked. 
 
Preparing to teach, located in the Sessional Teaching at CQUniversity guide, has some excellent 
tips and suggestions on working with small groups—including how to effectively deal with 
questioning. 
 
 
Planning and preparing: flexible learning 
When we think about teaching, we usually picture a classroom or lecture room. At CQUniversity, 
many students undertake flexible study. This means that teaching happens via print materials, CD-
ROM, online, over the phone, or a combination of these! The pressure is lessened with these 
mediums, because most of the time you aren’t in front of a live audience. 
 
How delivery occurs varies from course to course; your course coordinator should advise you of 
how students receive study materials, where/how learning interactions occur (via self testing, 
readings, online discussion, chat rooms, online quizzes, online groups), and how you will 
communicate with the students (email, online discussion, phone, etc.). 
 
Because much of CQUniversity’s flexible learning occurs electronically, a couple of good readings 
in the Sessional Teaching at CQUniversity guide to get you familiar with this area are:  
 

 Putting the learning back into learning technology  
 Social presence in online environments 

 
Also view the following electronic journal articles: 
 
Ritter, M. E., & Lemke, K. A. (2000). Addressing the ‘seven principles for good practice in 
 undergraduate education’ with internet-enhanced education. Journal of Geography in 
 Higher Education, 24(1), 100-108. Retrieved February 5, 2008, from ProQuest database. 
 
Keeton, M. T. (2004). Best online instructional practices: report of phase 1 of an ongoing 
 study. JALN, 8(2), 75-100. Retrieved February 5, 2008, from Directory of Open Access 
 Journals. 
 

Print materials 
Flexible learning doesn’t need to be electronic, a printed Study Guide and a textbook may guide a 
student through the material just as effectively. In some cases (access to broadband or computers), 
print materials are a preferable medium. The advantage of print materials (and indeed much of 
what you prepare for flexible learning students) is that they can also be used by students studying 
on-campus. 
 

http://clc.cqu.edu.au/FCWViewer/view.do?page=846�
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Assistance with flexible learning materials 
The Curriculum Design and Development Unit are available to assist you with the planning and 
preparation of writing flexible delivery materials. You may direct your enquiries to 
cdteam@cqu.edu.au.  The Learning and Teaching at CQUniversity website 
(http://learning.cqu.edu.au/) also has a lot of information to assist you on this topic.  
 

Moodle 
Many courses have an online presence through Moodle, CQUniversity’s learning management 
system. Moodle offers the flexibility for lecturers to deliver their courses in various ways. This 
flexibility will mean that no two courses will look the same! 
 
These systems offer capability for: 

- Study Guides and lectures to be downloaded 
- ISL lectures and/or podcasts to be downloaded 
- Discussion boards, chat rooms and email facilities 
- Students to be placed into groups and have discussion boards, chat and file exchange 
- Assignments to be submitted online 
- Quizzes to be completed 
- Streaming data 
 

For assistance in building your course in Moodle, please use the list of people below. 
 

• Moodle Hotline:  Marie Foreman: ext 2824 

• FABIE Moodle Support: Paul Morris: p.marris@cqu.edu.au 

• SEH Moodle Support:  Lisa Reynolds: l.reynolds@cqu.edu.au 

• Curriculum Design &   
Development Unit:  cdteam@cqu.edu.au 

• Academic Staff    
Development:   Scott Lawton: s.lawton@cqu.edu.au 
 

Interactive System-wide Learning (ISL) 
ISL allows your lecture to be shown at other CQUniversity campuses in real time. The system 
allows for interaction between the campuses. The technology associated with ISL can be daunting 
at first. This website has an excellent presentation on how to use ISL, called ‘Making the most of 
ISL for Teaching, under the heading Technology in Learning and Teaching -  
(http://learning.cqu.edu.au/FCWViewer/view.do?page=8012).  
Like most things, it is just a matter of practice! If you are going to be doing an ISL lecture, try to 
make some time prior to have a practice and become familiar with the lectern. If you are ever 
having trouble with ISL, call the support line on ext. 2020 for assistance. There are some older 
presentations which also deal with what not to do when presenting an ISL session that you may 
find interesting at http://streaming.cqu.edu.au/ISLtheatres.html  
 

mailto:cdteam@cqu.edu.au�
http://learning.cqu.edu.au/�
mailto:p.marris@cqu.edu.au�
mailto:l.reynolds@cqu.edu.au�
mailto:cdteam@cqu.edu.au�
mailto:s.lawton@cqu.edu.au�
http://learning.cqu.edu.au/FCWViewer/view.do?page=8012�
http://learning.cqu.edu.au/FCWViewer/view.do?page=8012�
http://learning.cqu.edu.au/FCWViewer/view.do?page=8012�
http://streaming.cqu.edu.au/ISLtheatres.html�
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Course Resources Online 
Whereas students in the past would receive a bound book of journal articles or book chapters to 
read for their studies, these materials can also be placed online for students to retrieve. The 
advantage of this is that the long lead times to get printed materials prepared and dispatched are 
not required. It also means that the lecturer can add new readings if a relevant article is published 
at relatively short notice (approximately a week). The Course Resources Online 
(http://content.cqu.edu.au/FCWViewer/view.do?page=8172#course) is managed by the library to 
ensure that Copyright compliance occurs. Visit the website to look at existing CROs, or to access 
the CRO request form. 
 
Copyright is a serious issue and CQUniversity has its own Copyright section 
(http://www.cqu.edu.au/copyright/). For example, scanning material from a textbook or journal and 
placing it on the LMS is not acceptable, and spot checks are conducted. The CRO system has 
been implemented to comply with the Copyright requirements. If you have any enquiries contact: 
copyright@cqu.edu.au  
 

Assistance with technology 
If you get stuck with the technology itself, the Information Technology Division 
(http://itd.cqu.edu.au/) operate a Service Desk that can assist you. You can call them on extension 
9233, or email them at servicedesk@cqu.edu.au. This covers not only general support, but also for 
Moodle. 
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Assessment 
Assessment is the “work a student is required to complete to fulfil educational purposes, provide a 
basis for a record of achievement or certification of competence, or permit grading. It is usual for 
students to be assessed on their individual achievement but in some courses group assessment 
may occur. Assessment tasks may include assignments, class tests, performance bases, viva voce, 
learning tasks and examinations.”8

 

 

Rightly or wrongly, there is much emphasis placed on assessment, and it seems to take up much 
of the lecturer/tutor’s time! Assessment and learning don’t need to be mutually exclusive: good 
assessment processes can mean the students can learn as much (or more) from the assessment, 
than from lectures, tutorials or readings.  
 
Assessment can also be thought of as the stick or the carrot—without assessment, would learning 
take place? Think back to your own student experiences. Did you look at what chapters of a text 
would be in the exam and only read them, or did you read the whole book? It is a rare student that 
would read the book in its entirety! Did you attend the tutorials or cover the topics that were 
optional and not assessed? Again, the affirmations would be in the minority. 
 
So assessment generally dictates what learning will take place, which is why carefully planned 
assessment is crucial to successful learning. For this reason, there are a number of readings in the 
Sessional Teaching at CQUniversity guide to look at on this topic. Again, don’t be worried by the 
numbers of readings, they are all easy to read and are not too in depth. 
 

 Carrick—Assessment beyond intuition 
 Grading and Feedback 
 FoULT—Issues about assessment 
 Assessment for learning 

 
Also view these sites: 
 
Go to the site of the University of Melbourne at http://www.cshe.unimelb.edu.au/assessinglearning/ 
and view Assessing learning in Australian Universities. 
 
Go to the CQUniversity site at http://policy.cqu.edu.au/ and view Assessment of coursework policy. 
 
Course Profiles 

A document prepared by the course coordinator, that provides details of the course in 
accordance with the University approved template and includes: 

- a study schedule showing the topics to be covered; 
- the learning outcomes; 
- required textbooks and any suggested reference materials; 
- details of the mode of delivery and any student resources; 
- the structure of assessment, details of the assessment items and due dates for 

submission; and 
- the assessment criteria. 

 
The Course Profile is electronically available to each student enrolled in the course no later 
than the first week of the term. For access to the current Course Profiles go to Course 
Profiles (http://courseprofile.cqu.edu.au/). 

 
The Course Profile is where the assessment is outlined to the student, so it is essential to get it 
right. Someone else may have prepared your Course Profile. In this case, it is essential that you 
understand the assessment, so that a consistent message can be given to students. 
                                                
8 Central Queensland University. (n.d.). CQU Glossary: terms and definitions. Retrieved November 5, 2009, 
from http://glossary.cqu.edu.au/ 
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The Course Profiles are prepared online. If you aren’t familiar with Course Profiles, or need to get 
some ideas when you are writing a Course Profile, visit http://courseprofile.cqu.edu.au/, this is a 
great resource to get ideas from. 
 
Assessment and grading 
The Assessment of Coursework Policy & Grade and Results Policy (http://policy.cqu.edu.au/) 
contain all of the information that you need to know about grading and the assessment process. 
 
 
Plagiarism 

Plagiarism means taking and using the thoughts, writings, inventions etc. of another person 
and using them as your own without acknowledging their source. In your academic writing, 
you will often need and be expected to draw on the ideas of others and sometimes to quote 
their exact words or copy their graphics.  
 
The important thing to remember is that you must not attempt to pass these borrowed ideas 
and words off as your own. To avoid plagiarism, you must acknowledge the source of the 
ideas through an academically acceptable system of referencing.  
 
Plagiarism is a form of intellectual dishonesty and in academic work is considered to be 
cheating. CQUniversity regards plagiarism as a serious offence and it can have serious 
consequences for you as a student. To understand more about CQU’s attitude to 
plagiarism and the consequences it may have, refer to CQU’s Policy on Plagiarism.9

 
 

CQUniversity’s referencing website (http://facultysite.cqu.edu.au/FCWViewer/view.do?page=3952) 
has extensive information about plagiarism, including examples of what constitutes plagiarism.  
 
CQUniversity also has a Plagiarism Policy (http://policy.cqu.edu.au/), which outlines the processes 
to follow if you discover plagiarism. 
 
The Academic Misconduct Database (https://webfuse.cqu.edu.au/MyCQU/) is a central repository 
for all cases of plagiarism in the university.  
 
 
Extensions 
Assessment extensions are covered in the Assessment of Coursework Policy 
(http://policy.cqu.edu.au/). 
 
 
 

                                                
9 Central Queensland University. (n.d.). What is plagiarism? Retrieved November 3, 2009, from 
http://facultysite.cqu.edu.au/FCWViewer/view.do?page=3952 
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Career and personal development 
Teaching portfolio 
A teaching portfolio shows your achievements. As its name suggests, it is more than just a résumé: 
your teaching philosophy, teaching goals, self reflections and samples of work that demonstrate 
your teaching should be included. As an early career academic, now is a great time to establish a 
portfolio! 
 
Go to the site of James Cook University at 
http://www.jcu.edu.au/teaching/evaluation/framework/index.htm to read the teaching evaluation 
framework which has excellent examples of what evidence can be incorporated into a teaching 
portfolio. The links include; 
 

- Philosophy, Goals and Pastoral Care 
- Teaching Responsibilities and Workload 
- Teaching Quality 
- Curriculum Quality 
- Scholarly Activity 
- Teaching Related Professional Activity 

 
The National Tertiary Education Union (http://www.nteu.org.au/publications/other/teachingportfolio) 
has a good resources on preparing a teaching portfolio. 
 
Evaluation and self reflection 
Evaluation and self reflections can form an important part of your development as a teacher, and 
should be included in a teaching portfolio. Evaluation can be done by students or colleagues. Read 
the below located in the Sessional Teaching at CQUniversity guide for some suggestions on how 
to go about this. 
 

 How do I know what I am doing? 
 What is it about teaching that can be evaluated? 

 
The University of NSW has an excellent website that discusses self reflection for lecturers 
(http://learningandteaching.unsw.edu.au/content/LT/teaching_support/reflecting.cfm?ss=2). 
 
Performance review, planning and development 

CQUniversity has an annual Performance Review, Planning and Development (PRPD) 
process for general and academic staff.  
 
The PRPD process was designed to provide staff with feedback on their job performance, 
to assist in workload planning and to plan professional development activities. It is also 
designed to ensure staff perform their jobs in accordance with the goals and direction of the 
work unit and of the University.  
 
It is expected that all supervisors will complete a PRPD process with every staff member by 
the end of every calendar year.10

 
 

CQUniversity has a policy on Performance Review, Planning and Development found at 
http://policy.cqu.edu.au/. The Centre for Workforce Planning, Professional Development and 
Organisational Learning conducts PRPD training for academic staff 
(http://hr.cqu.edu.au/FCWViewer/view.do?page=2099).  
 

                                                
10 Central Queensland University (CQU). (n.d.). Performance Management. Retrieved November 3, 2009, 
from http://hr.cqu.edu.au/FCWViewer/view.do?page=7963 
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Promotions 
The promotions process ensures the progression of your academic career. If you are new to the 
academic environment, you should familiarise yourself with this process. 
CQUniversity has a policy called Academic Promotion available at 
(http://policy.cqu.edu.au/Policy/policy.jsp?policyid=254). The policy outlines the application process 
and there is also a guide for applicants for the annual academic promotion round available at 
(http://www.hr.cqu.edu.au/view.do?page=2028).    

http://policy.cqu.edu.au/Policy/policy.jsp?policyid=254�
http://policy.cqu.edu.au/Policy/policy.jsp?policyid=254�
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GRADING AND FEEDBACK 
Contents: 
 
Grading as Interpreting 
Who Will Judge? 
What will Guide the Grading Process? 

Grading Scales and Schemes 
Points of reference and grading criteria 
Criteria for Judging the Quality of Performance Assessments 

Consistency, Accuracy and Representativeness in Judging and Grading 
Factors that Influence the Grade 
Grading Strategies to Achieve a High Degree of Reliability 
Expert Assessment Behavior 

Giving and Getting Feedback 
Difficulties Associated with Giving and Getting Feedback 
Making Feedback Consequential 
A Case Study 
Review 

Grading as Interpreting  

Grading is an interpretation of students' learning products to:  

• Reflect where students stand in relation to an orderly development of 
competence  

• Inform both student and teacher not only where the student currently is, but 
also what needs to be done to improve that position  

• Be able to be combined with other grades in order to meet administrative 
requirements for awarding of levels of pass, and the like 

"Students' marks tend to follow a normal or bell-shaped curve, with a few at the top, most in 
the middle and a few at the bottom. It's up to you where you set the cut-of point for pass/fail. 
The place where it is usually set is with most students passing ( and therefore a few getting 
credits and even fewer getting distinctions) and a few failing. If most students fail an 
assignment, then you have not been successful in what you hoped to teach - go back over the 
topic again, or lower your expectations. Similarly, if most students do too well, the 
assignments are probably not offering them enough challenge" 

 (Beattie & James (1994), Assessing Essays)  

There are a number of questions that need to be asked in the planning phase, 
namely:  

• Who will judge the product or performance?  
• What grading scales will be used?  
• What assessment criteria and points of reference will be used?  
• What strategies will be used to determine validity and reliability?  

 



Who will Judge? 

Common practice often assumes that it is the teacher who will interpret and 
assess students learning practices. However, a number of alternatives are 
possible, for example: 

• Student assessment and peer assessment 
• Neutral external examiner  
• Expert professionals and community representatives  
• Computer aided assessment  
• Teachers  

What Will Guide the Grading Process? 

Grading Scales and Schemes 
Grading Scales 

A question that may be raised in planning assessment tasks is whether students' 
learning products and performances ought to be graded. Wolff (1969) has 
described three species of grading: 

• Criticism: the analysis of a product or performance for the purpose of 
identifying and correcting its faults or reinforcing its excellences  

• Evaluation: the measuring of a product or performance against an 
independent and objective standard of excellence to which nothing is added 
to education by adding a grade. The true rationale of evaluation is not 
educational but professional in that it indicates if a person is qualified 

• Ranking: the relative comparison of the performances of a number of 
students. This is the grading activity that produces the greatest anxiety and 
provokes the most opposition and is neither educational or professional but 
economic 

Non-Graded Passes 
Alverno College in the United States is the only example found where the rule is 
not to grade. Rather than using grades, standards are established in clearly 
defined profiles of desired learning outcomes. These outcomes must be 
demonstrated in a combination of self, peer and teacher assessment before a 
pass is recorded. 

Grading Schemes 
Grades can be assigned on a numerical basis, including ordinal or nominal forms, 
or letter grades can be used, depending on institutional policy. 

Points of Reference and Grading Criteria 
Judging and grading implies that what is being observed is being compared with 
something. The meaning of grades is embodied in both the criterion and the 
points of reference and, theoretically, they are selected based on the purpose or 
intentions of particular assessment. 

 
Points of reference can be reduced to three types 



• Pre-established criteria, in which the assessor asks:  
"Did the student performance or learning product demonstrate or address the 
criteria for which the task was established?"  

• Pre-determined behavioural norms, in which the assessor asks:  
"How does the student performance or learning product compare against 
established norms for this particular level of students?"  

• Ideographic, in which the assessor asks:  
"How does the performance or product measure against this student's earlier 
performances or products?" 

Actual practice demonstrates that the points of reference that academics use is 
not so clear cut and rational. Those identified in experienced academics’ 
cognition during assessment include: 

• Products of other students  
• Recall of classroom events and conditions 
• Broad pedagogical objectives and the specific intended learning objectives 
• Knowledge of content 
• Recall of prior assessment events 
• Incrementally developed construct based on assessor’s perceptions of form, 

process and content cues in their students’ texts 

Criteria for Judging the Quality of Performance Assessments  
• Transferability of the skills and knowledge required to novel conditions 
• Fairness for all students 
• Degree of cognitive complexity of the processes the student must use to 

complete the performance 
• Meaningfulness of the problems 
• Quality of the content  
• Comprehensiveness of the coverage 

 

Consistency, Accuracy and Representativeness in Judging and 
Grading  

Bachor, Anderson, Walsh & Muir (1994) suggest that rather than a concern for validity and 
consistency on a single test at one moment in time, the concern should be for: 
• Representativeness 

Questions the meaningfulness in the information the student is required to 
generate and the extent to which the task reveals the student's cognitive 
activities 

• Accuracy 
A concern for mapping a student's typical performance related to clearly 
outlined criteria 

• Consistency 
A concern to use consistent established criteria but in tasks that best suit 



individual students. Not all students can demonstrate their learning in the 
same manner 

Factors that Influence the Grade  
• Graphic quality of the students' texts 
• Students' use of writing grammars 
• Cues in students' text 

-the quality of handwriting  
-the readability of a student's papers  
-the quality of the introductory paragraph  

• Teachers' knowledge and expectation of students  
• Teachers' personalities 
• Teachers' beliefs about grading and education  
• Teachers' experience in grading  
• Quality of the other papers  
• Readability of the text 

Grading Strategies to Achieve a High Degree of Reliability  
• Multiple marking of the same paper by either the same assessor or by two 

different assessors  
• Blind marking (Newstead & Dennis, 1990) 
• Establishing standards through the use of model essays (Heywood, 1977) 
• Marking all responses to the same question in the case of essay tests that 

contain several short essay questions 
• Neutral external examiners (Fong, 1987) 
• Using computers in grading (Marshal, 1986)  
• Assessor self monitoring 
• Randomised in quality prior to marking rather than sorted beforehand. 

Sorting essays into perceived grade categories prior to assigning grades 
exacerbates the tendency for contrast effects (Daly & Dickson-Markham, 1982) 

Expert Assessment Behavior Depends on Assessors having: 
• A detailed knowledge of their discipline, of curriculum intentions and of 

learners  
• A detailed knowledge of assessment options and the knowledge of the limitations 

of these options  
• Clarity in their understanding of the purposes of assessment  
• A repertoire of meaningful approaches that have been intentionally 

developed for interpreting students learning performances  
• Awareness of contextual influences on their practice and of the limitations of 

their own interpretations and judgments 
 
 



 Giving and Getting Feedback  

Feedback defines for students what their teacher thinks is important for a topic or 
a subject. At its best, feedback should: 

• Guide both teachers and students  
• Be a core part of teaching and learning, not an add-on ritual  
• Focus around course and topic learning outcomes  
• Guide students to become independent learners and their own critics  
• Account for a developmental approach for achievement in a discipline 

Crooks (1988) suggests the following tenets of effective feedback: 

• It should focus on mastery rather than effort 
• It should take place while it is still clearly relevant 
• It should be specific and related to need 

Sadler (1989) argues that feedback ought to be such that students will be 
ultimately capable of assessing the quality of their own work. 

An important and neglected aspect of assessment is providing students with 
adequate feedback on their work.  It is important for students to get feedback on 
their learning, but there are problems associated with: 

• Getting timely feedback as to whether our teaching is really supporting 
learning and focused on students’ actual learning needs 

• Giving students enough feedback to help them develop and improve their 
capability and achievements 

Despite this, research tells us that it is the design of assessment and the quality 
of feedback that largely determines what and how students learn, not our erudite 
lectures. 

Difficulties Associated with Giving and Getting Feedback  
For Academics: 

• Giving feedback can be very time consuming and has limited value if students 
do not read it 

• It is not uncommon to correct the same common errors on a particular 
student's work and on most students' work with little change occurring over 
time in students' performances 

• Few assessment tasks enable teachers to get timely feedback to adjust either 
content or teaching strategies to focus on actual learning needs 

For Students: 

• It is often students who do not do well that get the feedback and the good 
students receive little more than 'excellent' on their work without gaining an 
insight into what they have done well and what they could do to enhance 
their performance 

• Many assessment tasks are 'one-off' and for real grades and students do not 
get the opportunity to take the advice given 



• Much feedback does not actually give the student a sense of what they might 
do to improve their learning 

Making Feedback Consequential 

Feedback ought to aim at enabling students to improve their future efforts.  
However, one often gets the impression that students leave university making 
many of the same errors that they made when they entered.   

Explanation for this common phenomenon could be that:  

• Assessors' feedback is little more than editing and does not give students a 
clear message about what they must do to improve future submissions   

• Students do not read or take the advice that is given 

A Case Study 
An academic who questioned the value of his diligent editing of students' texts 
especially when the assignments lingered in his office for over a year because 
students failed to collect them.  He paid a graduate student to survey his 
undergraduate students and found that students did not read what he had written 
on their assignments and particularly did not use his comments as a reference for 
the next assignment. His solution to the problem was as follows. On the first 
assignment: 

• Resist writing all over the assignment.  Note a particular type of error once, 
and indicate that the student needs to look for other potential errors and find 
out a way to correct them, for example: 

• poor spelling, advise them to use a spell checker etc 
• poor grammar, direct them to advice or use a computer programme 
• poor paper design, direct them to courses or books on essay writing 
• poor conceptualizing, redirect them to texts 
• lower level cognitive achievement  e.g. simple retelling of the text.  

Describe it and explain what you are looking for instead 
• Give students three or four pieces of advice about the changes/improvements 
• Expect the advice to be attended to for subsequent paper(s) 
• Make the grade assigned to the subsequent paper contingent upon students’ 

clear and specific indication about how they had acted upon the advice given 
This teacher required that the first essay and his feedback be returned with the 
subsequent assignment with a single page explanation of the ways in which they 
had acted on the advice provided in the prior assignment.  In this case, the last 
paper his students submitted merely received a grade with no written comments.  
His rationale for this was largely based on an assumption that students will not 
have the opportunity to act on advice at the end of a topic.  (When I have tried 
this approach, I have added an A4 typed page of feedback, (common for all 
students), that briefly describes the characteristics of papers that achieved each 
grade. This enables students to see how their learning product fitted into a scope 
of possible achievements.) 

 

 



This Type of Approach to Feedback: 

• Reduces the 'one-off' nature of most assignment demands 
• Makes students take responsibility for their own learning 
• Increases the value added nature of your teaching (you can indicate 

improvements made for all students) 
• Increases the opportunity for high achieving students as well as low achieving 

students to get constructive feedback 
• Helps to increase students' metacognitive awareness 
• Reduces the hoop jumping approach to assessment and the repetitive nature 

of assignment writing and giving feedback 

Review 

Feedback defines for students what their teacher thinks is important for a topic or 
a subject. 

Feedback is needed by 

• Teachers to adapt and adjust teaching to accommodate learning needs 
• Students to adapt and adjust their learning strategies 

 

Principles for effective feedback. 

 

Feedback should be: 

• Timely, so that students can use it 
• Prompt, so that they can recall what they did and thought at the time  
• Support learning, so they know how to improve their performance 
• An iterative process between student and teacher 
• Linked to a clear statement of orderly progression of learning 
• Focus on mastery, not effort 
• Specific 
• Consequential, so that you are not continually giving the same student the 

same advice 
• Lead students to being capable of assessing their own work 
• Efficient for staff to do 

Types of Feedback 

• Informal, (worked examples, verbal feedback in class)     
• Formal (in writing, checklists) 
• Direct to individual student  
• Indirect to whole class 
• Formative, to enable adjustment 
• Summative, to let students know what they have achieved 



Challenges 

• Much feedback is either editing, hortatory, cursory, recipe-like and 
atheoretical (Sadler, 1989) 

• Students report that they are often left not knowing what they have done well, 
what they need to change and why they have achieved the grade they have 

• This often occurs when a subject/topic is over 
• Is 'one-off' and does not allow for risk taking, experimentation and practice 
• Does not give students a sense of what they have achieved in progressing 

towards a goal 
• Students are rarely required to act upon it 

 

Feedback at its Best 

• Guides both teachers and students 
• Is a core part of teaching, not an 'add-on' ritual 
• Focuses on course and topic learning outcomes 
• Guides students to become independent learners 
• Assists students to become their own critics 
• Accounts for a developmental approach for achievement in a discipline 

 



 

 

Reproduced with permission by University of New South Wales Learning and Teaching Unit 

 

 

Toohey, S. (2001). Issues about assessment raised by UNSW students in the UNSW student 

survey 2001. Sydney, NSW, Australia: UNSW Learning and Teaching Unit.  
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