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Template for Concluding Memo
· The senior lecturer or class coordinator is responsible for writing a concluding memo by the end of the semester.
· The memo is sent to the department head (along with a copy of the clarification of expectations, the minutes from reference group meetings, and any results from anonymous course evaluations, if these have not already been sent in).
	Course/Class Year

	

	Semester
	


Provide a short evaluation of:

· Feedback from the reference group (and any anonymous course evaluations)

· Evaluation of carrying out the course (forms of teaching and work, assessments, course organization, the students' contributions and learning outcomes, etc.)
Any suggestions:

· Improvements and actions, both short and long term (including cooperation with administration/support services)
· Follow-up activities

Other
:

· Are external graders used in the course:

· Percent failure for the course:

� This may be deleted if agreed upon by the department head.
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