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Course Documentation:
Unit Outlines/Learning Guides

Unit Outlines are prepared for each individual unit offered by the University, and
contain information that has been approved by the University in accordance
with the Award Courses and Units Approvals Policy.

Learning Guides are developed by the academic staff responsible for the unit,
and elaborate the summary information in the Unit Outlines.

See Unit Outline and Learning Guides Policy for more information.

Background

Final approved Unit Outlines and Learning Guides are required for permanent
retention in the University Archives. The procedures in this document describe
how to manage Unit Outlines/Learning Guides in TRIM.
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Unit Outline and Learning Guides - Documents

The file should contain the Unit Outline and Learning Guide used for each
individual unit taught in the semester referred to in the file title. They should be
titled in a consistent manner and in accordance with information in Section 5 -
Guidelines part of the Unit Outline and Learning Guides policy. They should be
converted to PDF format prior to saving to the file.

The file should NOT contain any other documentation (emails, drafts etc)
relating to the development of the Unit Outline or Learning Guide. This
documentation should be saved to a ‘school’ file.
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