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1. STRUCTURE

STRUCTURED INTRODUCTION

Make sure to provide a struc-
tured introduction to the
entire course as well as the
different sections, so the stu-
dent can prepare well for the
learning process.

Competence-oriented
objectives

Initialrequirements

Practical arrangements for
thecourses

Evaluation
Studymaterials

Assignments

ORDERLYS TRUCTURE

Spacing of at least 12 points
between the lines.

Better to use many short par-
agraphs instead of a few long
ones (minimum 6, maximum
10 lines per paragraph).

. Formulate one thought per-
paragraph.

< Use linking words like: first of
all, additionally, as well,etc.

TEXT STRUCTURE MARKERS

. Make use of non-textual ele-
ments, like photos, drawings,
graphs, cartoons, diagrams or
tables.

. Use extra examples for: con-
cepts, principles or specific
terms

. Use the following text struc-
ture markers: Key words: bold
(stands out) or italic

ORDERLY TABLE OF CONTENTS,
CONSISTENT NUMBERING
AND UNIFOR MHEADINGS

. Use a decimal hierarchic
arrangement, (for instance
1.;1.1,;1.1.1.) and limit the
number of levels of titles
(maximum three levels).

. Use consistent and contin-
uous pagenumbering that
starts at the introduction of
the syllabus.

- Number your images, tables
and figures continuously.

. Titles are concise word
groups that represent how
the content of the section is
organised.

. Use the same font (Calibri)
for all titles and mark them in
bold. Titles of the same level
get the same point size.
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2. LANGUAGE AND
SPELLING

LEGIBLE FONT

At Artevelde University College
Ghent, it is agreed that the
font Calibri 11 is used for all
publications. This is an eco-
nomic font that is easy to read
on paper as well as on the
screen.

CORRECT LANGUAGE

Make sure to use correct
English. There are many online
sources that will provide an
answer to any language ques-
tion you may have.

OFFICIALSPELLING

Follow the official spelling
rules and use a consistent
spelling if different spelling op-
tions exist for the same word.



3. EMBEDDED
SUPPORT DEVICES

CONCRETE AND
CLEAROBIJECTIVES

e Always start from the
competences andthe re-
lated competencelevel.

e Describe in detail what your
expectations are concerning
knowledge, skills and atti-
tudes,and coordinate this
with the testingmethods.

e State the objectives that de-
scribe what resultthe student
mustachieve.

e Objectives are teacher-inde-
pendent. Becreative when you
work out these objectives by
using teaching didactics, activi-
ties andcontent.

QUOTATIONS ANDREFERENCES

Use the APA format3for quo-
tations and references con-
sistently, as the students are
to use this for their Bachelor’s
thesis as well. Best refer to an
up-to-date reading list.

UP-TO-DATE AND
RELEVANTCONTENT

Write your study materials as a

team, or have your colleagues
or experts from the profes-
sional field review it.

That way, the content of your
study materials can be drawn
up in function of the compe-
tences aimed at.

GUIDED SELF-STUDY

. Test your study materials
for guidedself-study against
all minimal quality require-
ments.

- Include tips for study and
evaluation inthe syllabus
aswell.

- Pay particular attention to ex-
amples and assignments that
allow to process the learning
contents on a deeper level.
Provide correction keys and/
or feedback moments.

DIGITALLY AVAILABLE

Use the appropriate digital
media tool for theobjectives
aimed at. Make sure this infor-
mation is easily accessible for
allstudents.
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4. DIVERSITY
RESPECT FORDIVERSITY

. If possible, represent the
diversity of societyin your
examples, illustrations, cases
etc.

- Make the study materials ac-
cessible concerning language,
cost and sustainability (print
recto/verso).

- Provide a digital version of your
studymaterials. Text- to-speech
software Sprint+ for students
with readingdifficulties can be
used on your materials.



