University









your name

Semester
Course

Session minutes, date
Contents
[Start with session contents; use bullet points or list]
[Then comment on the different points in more detail]

[Possible subsections are…]
Opening/Beginning of session

· include general points mentioned at the beginning of the session

Oral presentation “Title”
· include topic, names of presenters, time of beginning and end of presentation

· include questions asked by class, if possible with name of the respective student + answer given by the presenter(s)
Text “Title”
· text(s) discussed in class

· mention text title, presenters, length of presentation

· include questions asked by class, if possible with name of the respective student + answer given by the presenter(s)

Discussion

· topic, points of discussion, questions and answers

· if possible, add names of students who asked/answered questions
· who led the discussion, etc.

Practical work/Exercise
· task, problems to solve

· realisation/implementation
Team work

· task/topic

· what did each team do/discuss/etc.

· note the student names in each team

Instructions
· any instructions given to the class

· e.g. what needs to be prepared for next week

Other

· any points that you consider important
