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In this 
workshop

 What is a Course Specification (CS) file?

 Why do we HAVE TO prepare and revise the CS 
regularly?

 Who is responsible for preparing the CS?

 What are the major components of a CS?

 A step-by-step guide to fill each component of the CS.



Introduction

Course Specification is a document which is 
prepared for setting out the plans for each 
course in a given program.

The purpose is to exhibit the details of planning 
for the course.



Introduction Course learning outcomes, teaching strategies, 
and teaching methods are to be in alignment



Why prepare 
a CS?

A Course Specification provides the 
following: 

a) Clear guidelines on the course objectives 
and its learning outcomes

b)Course content to be covered to achieve 
the course learning outcomes 

c) Course contributions to the overall 
program, and how its effectiveness 
should be assessed.  



Who is responsible for preparing a CS?

The preparation of the course specification of a given 
course is the course coordinator’s responsibility.

 Each semester, each faculty member is assigned one of 
the courses he/she is teaching to be its coordinator.

 Ideally, the course coordinator is an expert who has 
been teaching in the department for at least five years, 
and who has taught this course at least once.



Who is responsible for preparing a CS?

 The course coordinator is responsible for preparing ONLY 
one course and passing it to the other colleagues teaching 
the same course for other sections.

 Once the CS is approved by all the instructors, it is then 
passed to Quality Unit in the department to double-check 
and prepare for Department Council approval.



Who is responsible for preparing a CS?

 Suggested CS preparation plan:

• Course 
coordinator: 
preparation 
of CS

1st week

• Meeting with 
all course 
instructors

2nd week
• Finalization 

of final 
version of CS

3rd week



CS Form Components
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CS form components:
Mode of Instruction

Mode of Instruction Definition 

Traditional Learning Lecture-based, and the teacher is the focal point of the class.

Blended Learning Combines formal classroom teaching (face-to-face instruction) with

different methodologies, and technologies which should support and

allow the asynchronous mode of learning. (Consists of both Traditional

Learning and E-Learning)

E-Learning Online learning is where 100% of the learning materials and activities

are conducted online, supporting both synchronous and asynchronous

learning.

Distance Learning Distance learning is a formalized teaching system specifically designed to

be carried out remotely.

Other Mode of Instruction E.g., Experiential learning , Studio Learning , Service Learning 



CS form components:
Contact Hours



CS form components:
Contact Hours



Important Note:
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CS form components:
B. Course Learning Outcomes

Make sure to prepare:



CS form components:
B. Course Learning Outcomes
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General Guidelines for Writing CLOs:

CLOs should:

❖ Be concise and clear, using language that is easy to understand; 
❖ Be realistic, considering the students' prior knowledge and the time-frame for the module 

or program; 
❖ Be aligned to the SAQF levels, domains and standards; 
❖ Be student-centered rather than faculty-centered; 
❖ Start with active verb, recognizing an appropriate level of achievement; 
❖ Focus on knowledge and skills that are central to the course topic and/or discipline; 
❖ Clarify the content and educational objectives; 
❖ Be observable and/or measurable; 
❖ Indicate how the learning will be demonstrated, linking to assessment; 
❖ Be specific, using one verb per sentence
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Checklist to Review Course Learning Outcomes

Criteria Yes No
❑ Does it describe what students should know, able to do, and values (to represent, 

demonstrate and produce)?

❑ Is it worded properly? (using action verbs and suitable terms related to the course)

❑ Is it distinct and specific?

❑ Does it map to curriculum and educational practices?

❑ Is it student-centered?

❑ Is it written in terms of observable, behavioral outcomes?

❑ Is it designed so that it can be assessed by various methods of assessment?

❑ Is it aligned with PLOs?
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CS form components:
D. Teaching and Assessment: Example

CLOs Teaching Strategies Course Assessment Method

Knowledge

• Effective Lecturing

• Effective Classroom 

Discussion

• Active Learning

• Written examination (quizzes, Mid-

terms, etc.)

• MCQs (Multiple-choice questions)

• Short-answer questions

• Short Reports

Skills

• Effective Lecturing

• Effective Classroom 

Discussion

• Active Learning

• Case study

• Brainstorming

• Assignments

• Essays

• Reports

Values

• Projects

• Co-operative Learning

• Pair-work

• Group Work

• Demonstrate a research paper, a 

project, library research assignment

• Rubric

• Oral Presentation (Rubric)
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CS form components:
E. Student Academic Counseling and Support

Example 

• 5 hours in pre-determined office hours

• By appointment on per need basis.

• Moodle Learning Management system is used to allow students to access all

course materials online and stay connected to the course through forums and

messaging service.

• Student may email instructors.

• Students may use group or individual chat messaging using Telegram.



CS form components:
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G. Course Quality Evaluation

Indirect Direct

• Average of students’ 

participation in active learning

• Hours spent (by students) in 

learning and curriculum 

activities

• Students’ surveys

• Peer surveys

• Interviews with students

• Students’ overall grades

• Mid-terms

• Oral tests

• Classroom Discussions

• Students’ presentations

• Students’ research projects

• Practical training

• Students’ portfolios

• Group work

Evaluation Methods Example:
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CS form components:
H. Specification Approval Data
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