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Preamble

University Teaching Guidelines for College of Science Al-Zulfi - Majmaah University

College of Science Al-Zulfi (CSZ) - Majmaah University is committed to providing the highest-quality education to its students. World
wide researchs support the following guidelines for university teaching especially for undergraduate students. CSZ is also committed
to providing its faculty members with the technical and administrative support needed to follow these best practices. These guidelines
and the accompanying rationale are provided to assist CSZ faculty members in planning for effective teaching as well as reflecting on

and improving their practice.

Approach and Perspectives
Since its inception, CSZ has been committed to providing the highest-quality education to its students in the Saudi Arabia. The
approach to university teaching, regardless of the delivery format, integrates three distinct but overlapping perspectives: an outcomes-

based philosophy of teaching and learning, a learning model, and current research on the best teaching practices.

Course Learning Outcomes

Preparation to teach a specific course begins with a careful look at the course description and learning outcomes. These, and an
explanation of the role of the course in the overall curriculum, can be found in the online syllabus and teaching guide. The learning
outcomes should function as the organizing principles of the entire class. Teacher should know and use these outcomes in planning
the class, refer to them while teaching, and use them toward the end of the course as principles of recapitulation and summary. The
outcomes are the foundation for the activities, assessments, and content of the course and individual class. The individual teaching
guide for the course includes suggestions for using the outcomes effectively in teaching and explanation of how they relate to the

larger program.



The College of Science Al-Zulfi Learning Model

The College of Science Al-Zulfi learning model is built on seven principles first formulated by Arthur Chickering, elaborated upon over
the years by many educators, and supported by world wide researchswhich care aboute student success and effective teaching. The
principles are:

» faculty engagement

= student collaboration

= active learning

» frequent and prompt feedback

= time on task

= high expectations

= respect for diversity
The full learning model and its concrete suggestions for teaching support an outcomes-based teaching approach appropriate to CSZ'’s

student population and mission.

Planning the Class

The course learning outcomes should drive the flow of the class around the questions, "Does this sequence of lessons or ideas allow
for adequate and appropriate teaching of specific learning outcomes?" "Do the assessments allow students to demonstrate whether
the course learning outcomes have been properly assimilated?" "Do the activities and materials adequately demonstrate, explain, and
support each of the learning outcomes?" To help students meet the outcomes, consider the following aspects of your class

presentation:



Pacing and sequencing. Pay special attention to planning the pace of the 15-week course, especially if this length is a new

experience for you or your students. In planning the amount of work each week, one strives for a golden mean: enough material
so students can achieve the outcomes and practice concepts—but not so much that the students get bogged down.

Variety of learning approaches. Class activities should vary and include active learning opportunities such as small-group and
peer-to-peer activities, case studies, role play, multimedia presentations, debates, and student presentations. Incorporate real
situation learning principles into assignments and discussions by asking students to apply their real-world experience to your
course and to practice skills in different ways.

Creative use of the Internet and other resources. Students in any course format should be expected to use a range of
resources (including the online environment when appropriate) for course assignments and activities, such as conducting
Internet research, consulting CSZ library databases, and searching for and analyzing relevant images, as well as referring to

their textbook and online course content.

So in planning the class, have you to:

Studied the description and student learning outcomes for the course.

Familiarized yourself with the textbook and course content for your course.

Outlined the order and sequence of assignments throughout the session, noting required assignments and adapting the model
schedule to the dates in your session.

Paced assignments and activities to allow adequate time for students to master concepts and build skills but also to keep up
effective progress and to allow for feedback.

Determined the details of assignments (e.g., topics, materials) and how to allow students to learn and practice in different ways.

Included assignments and activities for which course resources and the Internet are used appropriately.



Setting Up the Class
Faculty are expected to have a viewable syllabus and the classroom setup ready for review

two weeks before the start of a session. Students can view all areas of the classroom one

week before the start of class. Therefore, it is important to provide adequate and accurate
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class information to students from the beginning.

Online Classroom (including the online classroom for face-to-face or hybrid classes)

= Provide accurate faculty contact information including e-mail address in the form,
user@mu.edu.sa (i.e., your faculty user ID followed by @mu.edu.sa).

* Include an up-to-date biography. Students read these carefully, so make considered
decisions about the personal/professional information you include.

» Post a clear and helpful welcoming message in the Class Announcements area.

= Set up the Gradebook area. Record all assignments and their and weights and

deadlines corresponding to the description in the syllabus.

Syllabus
The course outcomes and description are consistent across all sections and may not be changed by individual faculty members. Other
sections of the syllabus are provided as a model that may be enhanced by faculty-added information and/or edited to the needs of the

class:



» Grading Information and Criteria
= Subjects Descriptions
= Course Schedule
If some specific content may still required; you must be complete it. There should be sufficient

detail in all of these areas so that students understand course expectations and can plan their

time.

The syllabus is the primary document students use as a reference tool in planning their work and understanding the expectations of
the course. A clear and dependable document will reduce student complaints, as well as misunderstandings about assignments and
deadlines. Your syllabus information should be written and proofread carefully, in a semi-formal tone and free of grammatical and
spelling errors. Make sure that information is consistent (for example, the subject descriptions should match the assignments listed in

the schedule), clear, and complete (including deadlines and penalty for late submissions).

Week One Content and Student Activities
The opening of the course is when you start to establish a solid academic atmosphere and gauge student needs, backgrounds, and
interests. However, to set appropriate expectations and pace, the opening should not just be a "get acquainted" period; it should get
students involved in course content right away. For example, the introductions conference or opening discussion might ask students to
one or more of the following:

» Look at the course outcomes and syllabus and explain how the focus of the current course might build on courses they have

taken before.
» Do an initial reading assignment and introduce themselves by offering a brief explanation or analysis.

= |dentify the idea, concept, or how to find particularly interesting in the course and explain why.



A few days before students can access the class and syllabus, you have to do a systematic self-review such as:

Provided information on how and when you can be contacted.

Set up the Gradebook area.

Completed and/or edited all parts of the syllabus, including the grading information, class policies (e.g., deadlines), subjets and
assignment descriptions, and 15-week schedule.

Explained how students can get information about class meetings.

Posted a welcome announcement and/or planned your face-to-face opening.

Designed (and posted online) the opening week’s activity for the class.

Provided an opportunity for students to ask questions about the syllabus, learning outcomes, and initial assignments.

\’/ \\\ . \C:

WHY THE SYLLABUS




During the Semester

Once class begins, you must facilitate effectively, monitor student progress, and make adjustments as need to keep the class on

course. This includes:

v" Applying the learning model in class discussions. The principles of the learning model can help structure conferences and

other discussions.

»Faculty engagement and time on task: Use discussions to encourage student input, and offer guidance to deepen the
learning with a clear focus on course outcomes. All discussion topics should align with one or more course outcomes and

provide opportunities for students to demonstrate mastery of the outcome.

= Student collaboration and respect for diversity: Structure discussions so that students from a variety of backgrounds and
viewpoints feel welcome to participate. Help drive the discussion and use diversity to deepen learning with questions,

concrete examples, or interpretations from a variety of contexts.

= Active learning and high expectations: Participation requirements should be clear and specific about the kind of contributions
students are expected to make to the class. Ask students to reflect on the assignments and materials and to substantiate

their point of view with evidence, real-world examples, and other resources.

*Frequent and prompt feedback: Give prompt and targeted feedback to students about their participation, both through

participation grades and through responses and comments to the class that model appropriate analysis and response.



v' Explaining class assignments and activities to maximize student learning.

To support active and focused learning, assignments must allow students to apply concepts in real-life situations, problems, or
practice. Assignment descriptions must be complete and sufficiently detailed for students to use in planning their work. The
teaching guide may offer sample language for the assignment description, the grading weights, and criteria for grading, often in

the form of a grading rubric. The presentation of the assignment in the syllabus and subsequent discussion should:

Be explicit about the alignment of assignment objectives with course outcomes.

Explain how each assignment builds on the ones before to take students to the appropriate level of learning.

Incorporate principles of (real examples) learning in the design, such as applying theoretical principles to real-life situations.
Provide clear and complete explanation of the tasks and products required for successful completion of the task.

Offer necessary guidance on how to find and evaluate resources, cite sources, present and format an argument, or other
aspects of the assignment.

Refer students to appropriate sources of help, such as reference documents, or support, such as the Effective Writing Center.
Clearly explain the grading criteria for the assignment and the weight of the assignment in the overall grade.

Use a rubric or scoring chart to illustrate how the elements of a complex assignment will be evaluated.

Where appropriate, offer models of excellent performance and examples of typical weaknesses.

For group assignments, be clear about how individual performance will be assessed as well as group work.



v" Monitoring student progress.

A systematic approach to monitoring student progress helps to identify key points of student weakness for more focus, and

avoid failures or withdrawals at the end that might have been prevented earlier. A plan for monitoring student progress should

include:

A regular schedule. This helps students organize their time and understand expectations. Establish a rhythm and
structure with a new online class announcement and a new conference discussion at least weekly and specific
assignments for each unit of the schedule.

Frequent and varied checkpoints. This keeps students connected and helps you identify those who are
overwhelmed or confused. Graded assignments often "assess to advance," determining whether students should pass
and move on. It is even more critical to "assess to assist" students as the course progresses. Comments on graded
assignments can point out areas of strength and weakness and make suggestions for improvement, (Stiehl &
Lewchuk, 2007).

Identification of critical points for student success. There are often key points in a course—the first written
assignment, choice of a thesis statement, peer review—that seem to separate strong and self-confident students from
those who are weaker or unwilling to engage. Look for those points and provide support to get students past that
obstacle. For example, break a task into steps, provide concrete examples and models of strong performance, identify

additional resources to understand difficult concepts, and contact students who are lagging behind.



Monitoring your own facilitation. It is easy to be engaged with the most active students and lose track of ones who are
sporadic or withdrawn. Make sure that class activities require students to comment, ask questions, and demonstrate their
understanding of course concepts so that weaker students cannot "lurk" without trying out their skills. Set specific intervals to
conduct a deliberate check of each individual’s participation and progress (such as regular participation grades), and reach out
to involve and support every student.

Encouraging self-assessment. Metacognition—thinking about one’s own thinking—is important for effective learning, and
reflecting on one’s progress confirms a sense of responsibility and achievement. Give students opportunities to summarize what
they have learned, detail how their preconceptions were validated or contradicted, apply their learning to different situations, and
reflect on this learning.

Defining what success looks like. For both graded documents and participation, provide clear criteria and/or rubrics so that
students will understand what constitutes acceptable performance and what constitutes excellence. In commenting on their

work, refer specifically to those standards.

10



As the class moves on, make sure that it stays on target and students are not being left behind, by:

Explaining the schedule to students and calling their attention to upcoming assignments.

Online, posting a new (dated) announcement and opening a new discussion conference at \/

least weekly while archiving earlier announcements and materials for reference.

Responding to private messages and individual questions in less than 48 hours.

Engaging in the online class discussion several times per week? If face to face, facilitating
active discussion.

Summarizing discussions and assignments when they close and discussing how they prepare
for the next step.

Providing clear expectations and assigning a grade for student participation.

Providing clear criteria for grading assignments, including rubrics or scoring guides and
examples.

Helping students to avoid plagiarism by explaining standards and providing referrals to
support services and resources.

Returning submitted assignments within a week with comments that will assist in future
assignments.

Providing resources and referrals for students who need support in particular areas.
Identifying specific checkpoints throughout the semester to evaluate how each student is

doing, and communicating with students about their progress.

Identifying specific points throughout the session to evaluate your own practice, focus on

course outcomes and level of teaching, and adjust as needed.
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Conclusion of the Course

Careful wrap-up of the course is important both academically and logistically. Financial-aid and academic-progress rules, as
well as degree requirements and prerequisites, often require that students know how they did in the course in order to progress
and succeed in the next course. It is just as important that students understand the level they have reached in their learning in

order to progress to the next steps. Effective closure to the course includes:

Helping students prepare for the final exam. Give students clear expectations for the culminating activity and emphasize the

connection between the course outcomes and the exam.

Giving full feedback at the end. Final comments about students’ performance—not just on the last assignment, but throughout
the course—will give them an overall understanding of their strengths and weaknesses and prepare them for future course
choices and performance on assignments. Be sure to provide adequate feedback to individual students and leave time in the

schedule for discussion with individuals as well as with the class as a whole.

Calculating and submitting final course grades promptly. Often, students cannot register for the next course until grades

are in for the current one.

Review and reflect on your teaching and the approaches used in your course. Look at your student evaluations and use
the feedback to identify strengths and weaknesses and to enhance the course next time. Identify points at which the class
seemed to lose focus or be most enthusiastic, and think about how that can help improve teaching and learning next time

around.
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In the last couple of weeks of the course, you have to do the following:

Reminding students when it is time to do course evaluations.

Preparing students for the final exam by providing instructions, sample

assignments or exams.

Revisiting course learning outcomes and discussing how the students had the

opportunity to achieve them.

Explaining to students how they will receive their final grade and feedback.
Providing adequate feedback to each student on final assignments or exams and the full final grade.

If a student requests an Incomplete grade: verifying that the student is eligible, determining whether the Incomplete should be
granted, and if granted, specifying the contract for completion of the course, including a deadline appropriate to the reason and

the amount of work still to be completed.

Calculating and submitting final grades within 72 hours of the end of the course.
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Examble for THE THEMATIC OUTCOMES MATRIX Topic of Lecture

The title of the thematic

Rings and fields. General definitions

Preparing exercises

Questions that connect the subject with
real world to make the subject
interesting for the students

Cognitive outcomes

What a student should know

Remembering

Examples: Recite a policy. Quote prices from memory to a customer. Knows the safety rules.
Key Words: defines, describes, identifies, knows, labels, lists, matches, names, outlines, recalls, recognizes, reproduces, selects,
states.

Understanding

Examples: Rewrites the principles of test writing. Explain in one's own words the steps for performing a complex task. Translates an
equation into a computer spreadsheet.

Key Words: comprehends, converts, defends, distinguishes, estimates, explains, extends, generalizes, gives an example, infers,
interprets, paraphrases, predicts, rewrites, summarizes, translates.

Applying

Examples: Use a manual to calculate an employee's vacation time. Apply laws of statistics to evaluate the reliability of a written test.

Key Words: applies, changes, computes, constructs, demonstrates, discovers, manipulates, modifies, operates, predicts, prepares,
produces, relates, shows, solves, uses.

Analyzing

Examples: Troubleshoot a piece of equipment by using logical deduction. Recognize logical fallacies in reasoning. Gathers
information from a department and selects the required tasks for training.

Key Words: analyzes, breaks down, compares, contrasts, diagrams, deconstructs, differentiates, discriminates, distinguishes,
identifies, illustrates, infers, outlines, relates, selects, separates.

Affective outcomes
What a student should think

Evaluating

Examples: Select the most effective solution. Hire the most qualified candidate. Explain and justify a new budget.
Key Words: appraises, compares, concludes, contrasts, criticizes, critiques, defends, describes, discriminates, evaluates, explains,
interprets, justifies, relates, summarizes, supports.

Creating

Examples: Write a company operations or process manual. Design a machine to perform a specific task. Integrates training from
several sources to solve a problem. Revises and process to improve the outcome.

Key Words: categorizes, combines, compiles, composes, creates, devises, designs, explains, generates, modifies, organizes, plans,
rearranges, reconstructs, relates, reorganizes, revises, rewrites, summarizes, tells, writes.
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Behavioral outcomes

What a student should be able to
perform or to do

Exercises and questions about the
subject to evaluate the student

knowledge and to fix the attached
concepts

Media, e-learning and Computer
pacquages support

Discussion at the end of the subject

The principal questions are

Presentation and student work

Subjects that can be developed by
students

Short exam linked directly with the
subject
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