University of Washington School of Nursing 
BSN Program

LEVEL COORDINATOR & COURSE COORDINATOR

Effective coordination and communication between administration, departments, faculty, and staff are vital to the success of the BSN program.  The following positions and responsibilities have been established to enhance the effectiveness of the program.

LEVEL COORDINATOR
Level coordinators provide ongoing, overall leadership of the curriculum. Assignments are made by the department chairs at the same time the teaching assignments are made but with a staggering assignment, so that all level coordinators do not change at the same time.  The level coordinators are members of the BSN Coordinating Committee (BSNCC) and provide the communication link between administrators, Academic Services Office, course coordinators, general faculty, and students.  Level coordinators are responsible for course development, implementation, and evaluation, and ensuring congruence between curriculum implementation and the philosophy under-girding the curriculum.

Typical responsibilities through the quarter include:

· Convening level faculty for purposes of curriculum development and evaluation

· Orienting and mentoring faculty in their level, including guiding faculty through the procedures for dealing with student issues
· Bringing level concerns to BSNCC

· Coordinating weekly connected teaching meetings of all faculty in the level that quarter and providing instructions and guidance throughout the quarter.

· Working with Chairs, BSNCC, and AS staff regarding: resource requests, input into faculty assignments, and evaluation and development of clinical sites

· Assisting with the student orientation to new level/quarter

· Advising students as needed in cooperation with course instructors and AS

COURSE COORDINATOR
There are two types of course coordinators: classroom course coordinators and clinical practicum course coordinators.

Classroom Course Coordinator

Theory/seminar courses have one or more faculty members who plan and teach the course.  One faculty member is designated as the course coordinator or lead teacher.  This person coordinates the faculty teaching the course, orients new faculty and TAs, orders textbooks, communicates about room assignments, monitors student progress in meeting course objectives and Essential Qualifications for Undergraduate Students, and communicates changes in course logistics with Academic Services.

Practicum (NCLIN) Course Coordinator

The practicum course coordinator is responsible for coordinating, orienting, and mentoring the faculty clinical instructors for the course.  Generally, clinical courses consist of 10-12 clinical sections in various settings.  Clinical instructors bring a variety and diversity of clinical expertise and teaching experiences to the course.  It is the course coordinator’s responsibility to ensure that the program and course objectives are met in the various settings and to ensure consistency throughout all clinical sections of the course.  Coordinators are appointed by the Department Chairs.  In order to meet these responsibilities, the course coordinator must:
· Develop and/or change course syllabus.

· In a meeting with AS/Dagmar Schmidt at least three months prior to the course: review existing clinical sites; develop and negotiate new sites when appropriate; review number of students in the course; review students' prior clinical experiences; review clinical instructors assigned to the course; and set course and site orientation dates for students.
· Support and mentor clinical instructors, including, for example: a) review the Clinical Instructor job description with each instructor, identifying expectations and timelines;  b) planning and implementing course orientation for clinical instructors immediately following confirmation of their teaching assignment, c) meeting with instructors weekly in Connected Teaching, d) offering guidance and assistance in dealing with difficult student situations, e) conducting peer reviews of teaching as requested by clinical instructors, and f) cuing clinical instructors to initiate email contact with their students at least one week prior to the start of the course.

· Plan and implement student orientation to the course and sites.
· Serve as resource for clinical instructors and students when needed.

· Solicit and evaluate feedback about clinical sites/units for further use, communicating feedback to the level coordinator, level faculty, and AS.
· Identify course and curricular problems and communicate them to the appropriate resources, i.e. level coordinator, chair, and AS.
