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QUALITY ASSURANCE SYSTEM

	Template for Minutes from Reference Group Meeting (Mid-Term and Final Evaluation)
· The students in the reference group are responsible for writing the minutes.

· The senior lecturer/class coordinator is responsible for making the minutes available in Fronter and for the department head.
· The minutes must be added as an attachment to the senior lecturer/class coordinator's Concluding Memo to the department head.

· The minutes must not contain sensitive information.



	Course/class year

	

	Senior lecturer/class coordinator

	

	Student representatives

	


Mid-Term Evaluation:

Meeting participants:

Meeting date and person recording the minutes:
	Meeting topic
	

	Has the course met the expectations so far?


	

	Plan for following-up and responsibility for possible feedback
	

	Necessary comments from the senior lecturer/class coordinator
	

	Other
	


Final Evaluation
:

Meeting participants:

Meeting date and person recording the minutes:
	Has any input/feedback from the previous meeting been followed up?

	

	In general, has the conduct of the course been in accordance with the Clarification of Expectations?


	

	Suggestions for improvements for the next course/class.

	

	Necessary comments from the senior lecturer/class coordinator

	

	Other

	


� An anonymous course evaluation can replace the reference group's final evaluation if agreed upon by the students and senior lecturer/class coordinator.
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