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INTRODUCTION 
 
Dear teacher,  
 
I  would l ike to  welcome you as par t  o f  our  competent  group o f  teachers  at  the Bachelo r ’s  and 
Master ’s  Programmes at  AAU Bus iness School .  I  look forward to  work ing together wi th  you on 
of fer ing our  s tudents  insp i r ing and re levant  s tudy programmes.  W e focus on provid ing h igh-
qual i ty teaching and mainta in ing a profess ional  communicat ion between teachers ,  s tudents  
and the secretar ia t .  
 
Our s tudy p rogrammes and s tudents  l ie  in  a  h igh ly in te rest ing cross f ie ld  that  g ives h igh 
pr ior i t y to  theory-pract ice in teract ion.  As teachers ,  we cons ider  i t  our  f i rs t  job to  he lp  our  
s tudents  become produc t ive and  proact i ve contr ibutors  to  the publ ic-  and  pr iva te-sector  labour 
markets  a f ter  g raduat ing .  
 
The g reater  major i t y o f  our  s tudents  are  h igh ly mot ivated and commit ted,  and you can look 
forward  to  in te rest ing d iscuss ions,  great  expectat ions and lo ts  o f  feedback in  the c lassroom 
and dur ing supervis ion.   
 
Th is  b rochure is  meant  to  serve as an in t roduct ion to  the Bachelor ’s  and  Master ’s  Programmes 
at  AAU Bus iness School .  At  the same t ime,  i t  conta ins  a co l lec t ion of  f requent ly asked 
quest ions and pract ica l  i n format ion that  is  re levant  to  new teachers .  
 
The b rochure should a lso g ive you an idea of  what  we expect  o f  you as a  teacher.  I t  cannot  
s tand a lone,  but  se rves as a supplement  to  and preparat ion for  meet ings  wi th  your  programme 
coord inator(s)  and the secretar ia t .  I t  is  importan t  for  us to  mainta in  an open and honest  
d ia logue,  and you are  a lways welcome to  ge t  in  touch.   
 
 
K ind regards,  
 

 
 
Met te  Vinther  Larsen  
Deputy Head of  Department  and Head of  S tud ies for  Bachelo r ’s  and Master ’s  Programmes at  
AAU Bus iness School  
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WHAT WE EXPECT OF OUR TEACHERS 
 

TEACHING AT THE BACHELOR’S AND MASTER’S PROGRAMMES AT AAU 
BUSINESS SCHOOL 
The Bachelor ’s  and Master ’s  Programmes at  AAU Bus iness School  are a imed at  a  par t icu la r  
target  group .  Our s tuden ts  are e i ther  young peop le who wi l l  soon come to  shape the nat ional  
and in ternat ional  l abour markets  or  product i ve ac tors  in  the labour market  look ing for  new 
knowledge,  sk i l ls  and competences.  They thus represent  an in te rest ing and re levant  target  
group.  They are impass ioned and cur ious to  unders tand and so lve economic and bus iness 
economy issues wi th in  both the publ ic  and p r i vate sectors .   
 
The g reater  major i t y o f  our  fu l l - t ime s tudents  are consc ious of  the i r  choice of  s tudy 
programme and carefu l l y  pr ior i t ise the i r  t ime – some of  them a lso have par t -  or  fu l l - t ime jobs.  
I t  is  therefo re ext remely important  that  they are in formed ear l y o f  the course mater ia l ,  
ass ignments  and other  work  expected of  them. They lead  busy l ives and of ten have to  p lan 
the i r  preparat ion carefu l ly.  I t  is  there fore important  that  you in fo rm them ear ly  o f  changes to  
the mater ia l ,  ass ignments ,  teaching and other  aspects  o f  the i r  s tud ies.   
 
There is  no doubt  that  fu l l - t ime s tudents  a t  AAU Bus iness School  have chosen the school  
because they know that  we ass ign great  weight  to  theory-pract ice in terac t ion,  and because we 
of fer  them an opportun i ty to  s tudy,  analyse and so lve economic and bus iness economy issues 
– both in  groups and ind iv idual l y.  I t  is  therefore v i ta l  tha t  the s tuden ts  are in t roduced to  the 
theoret ica l  mote ls  and concepts  re levant  to  the course in  quest ion,  but  a lso that they are  
g iven ample opportun i ty to  s tudy pract ica l  and rea l - l i fe  issues independent ly.  The s tudents  
must  be invi ted  to  take an act ive par t  in  the teaching and be a l lowed to  explore and 
unders tand var ious theoret ica l  po in ts  through pract ica l  examples.    
 
As our  s tudy programmes are of fered  on market  terms,  i t  is  a lso important  that  the s tudents  
a lways cons ider  us  profess ional  and readi l y ava i lab le .  Therefo re,  we expect  you to  be wel l -
prepared and to  arr i ve  ear ly for  c lass to  make sure that  the  teaching can begin on t ime.   
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HOW TO PLAN YOUR TEACHING 
Al l  modules of fered  in  the fur ther  educat ion system in  Denmark (and  the EU) a re measured in  
ECTS credi ts  ( the European Credi t  Transfe r  System) descr ib ing the amount  o f  work  assoc ia ted 
wi th  each module.  ECTS credi ts  cover  a l l  ac t i v i t i es  inc luded in  the module.  Th is  inc ludes both 
preparat ion (such as reading,  ass ignment  work  e tc . ) ,  ins t ruc t ion  ( lec tures  and c lass teaching) ,  
ass ignments  and poss ib ly wr i t ing p ro jec ts  and exams.  1  ECTS credi t  co rresponds to  a  work  
load of  approx.  27 .5 hours .  For  example,  the to ta l  e f for t  expected  of  s tudents  do ing a 5-ECTS 
credi t  module should thus correspond to  approx.  137.5 hours .  Your course preparat ion  should 
take as i ts  po in t  o f  departure the  t ime and work  load the course is  meant  to  represent .   
 
The p rogramme management  for  the Bachelor ’s  and Maste r ’s  Programmes at  AAU Bus iness 
School  expec ts  a l l  teachers  to  have read  the programme curr icu lum carefu l ly befo re 
conduct ing courses and exams.  The curr icu lum out l ines the overa l l  foundat ion,  ob ject i ves and 
s t ruc ture of  the programme as wel l  as  goal  descr ip t ions for  each ind iv idual  module.  You can 
access the curr icu la  here.   
 
The Bachelor ’s  and Master ’s  Programmes at  AAU Bus iness School  have developed a  teaching 
load cata logue out l in ing the norms of  var ious teaching act iv i t ies  and  of fer ing insp i ra t ion fo r  
how your teaching  may be organised.  You are expected to  acquaint  yourse l f  wi th  i ts  content  
and to  l i ve up to  these norms when teaching a t  AAU Bus iness School .  You can access the 
norms cata logue here.  
 
P lease remember tha t  we,  as  par t  o f  Aalborg  Univers i t y,  exerc ise prob lem-based learn ing 
(PBL) ,  and tha t  th is  should be re f lec ted in  your  teaching.  You can read more about  PBL in  the  
sect ion t i t led “SUPERVISION” be low.   
 
Par t  o f  the teaching developed and conducted at  the Bachelor ’s  and  Master ’s  Programmes at  
AAU Bus iness School  is  d ig i ta l .  W e expect  teachers  at  AAU Bus iness School  to  acquaint  
themselves wi th  the d ig i ta l  opportun i t ies  and of fers  provided by the AAU Center  for  Dig i ta l l y  
Supported Learn ing  and,  as  a min imum, wi th  Panopto,  Speak over  PowerPoints  and other  
media re levan t  to  e - lec tures.  A d ig i ta l  learn ing consul tant  is  a f f i l ia ted to  the Facul ty o f  Soc ia l  
Sc iences.  W hen you p lan your  teaching,  we encourage you to  use these resources on an equal  
foot ing wi th  the other  teachers  at  the Bachelor ’s  and Maste r ’s  Programmes at  AAU Bus iness 
School .  
 
  
About Presentat ion Materia l  
When teaching at  the Bachelor ’s  and Master ’s  Programmes at  AAU Bus iness School ,  you are 
employed by and thus represent  the school  – and  no other  company.  You are welcome to  
ment ion your  company in  your  presentat ion  of  yourse l f ,  poss ib ly  by inc lud ing a s l ide on i t .  
However,  your  company logo cannot  be evident  f rom a l l  s l ides of  the p resentat ion.   
 
We expect you to use the AAU Business School  logo on al l  s l ides .  
 
You  are f ree to  use your  own presentat ion template – as long as you use  our  logo.  
Al ternat i ve ly,  you a re welcome to  use our  PowerPoint  template for  presentat ions under the  
auspices of  AAU Bus iness School .   
 
You  can access a z ip  f i l e  conta in ing AAU Bus iness School  logos and a PowerPoin t  template 
here.  

https://studieordninger.aau.dk/
https://www.intranet.business.aau.dk/vip
https://www.cdul.aau.dk/
https://www.cdul.aau.dk/
https://www.cdul.aau.dk/samf/
https://www.intranet.business.aau.dk/vip
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SUPERVISION 
The leading pedagogica l  pr inc ip le  under l y ing the  s tudy p rogrammes at  Aalborg Univers i t y is  
Problem-Based Learning (PBL) .  In  shor t ,  th is  means that  the s tuden ts  to  a  cer ta in  extent  
work  on rea l - l i fe  issues fac ing companies and/or  soc ie ty.  They a re addressed theoret ica l l y and 
methodica l ly –  and ,  i f  poss ib le ,  wi th  a  v iew to  ou t l in ing substant ia ted suggested so lu t ions and 
ref lec t ing on these.  You can read more abou t  PBL at  Aalborg  Univers i t y here.  
 
Students  a t  the Bachelor ’s  and Maste r ’s  Programmes at  AAU Bus iness School  are in t roduced 
to  the PBL pr inc ip les  systemat ica l ly a t  the beginn ing of  the f i rs t  semeste r  o f  the ind iv idual  
s tudy programmes.  Teachers  must  incorporate  th is  in to the i r  genera l  in t roduct ion to  the 
programmes,  and i t  must  be cons idered a foundat ion for  a l l  teaching act i v i t ies  a t  the 
Bachelor ’s  and Master ’s  Programmes at  AAU Bus iness School .    
 
A key act i v i t y  support ing  PBL at  Aalborg  Univers i ty is  p ro jec t  work ,  o f ten conducted in  groups.  
The s tudents  are a f f i l ia ted to  a  pro jec t  supervisor  and wi l l  wr i te  a  pro jec t  repor t  on a top ic  o f  
the i r  choice which must  be re la ted to  an overa l l  theme f rame,  though.   
 
Supervisors  o f  g roups of  three ind iv iduals  or  more are expected to  promote peer  learn ing 
between s tudents .  Use o f  peer  review potent ia l l y  opt imises the t ime a l located to  supervis ion.  
The p rogramme management  a t  the Bachelor ’s  and Maste r ’s  Programmes at  AAU Bus iness 
School  encourages supervisors  to  regula r ly  eva luate and in i t ia te  var ious  learn ing des igns – 
d ig i ta l  as  wel l  as  in terpersonal  –  a imed at  p romot ing peer  learn ing between s tudents .   
  
As a supervisor  a t  one o r  more of  the Bachelor ’s  and Maste r ’s  Programmes at  AAU Bus iness 
School  we expect  you  to  adopt  a  proact i ve ro le  v is -à-vis  the groups/s tudents  you supervise.  
Among other  th ings,  th is  means that  we expect  you to  approach the groups/s tudents  ass igned 
to  you  i f  they fa i l  to  contact  you wi th in  the f i rs t  two weeks 1.  Th is  a lso means that  you,  to  a  
reasonable extent ,  must  keep up-to-date  on the p rogress of  the groups/s tudents  ass igned to  
you.   
 
The Bachelor ’s  and Master ’s  Programmes at  AAU Bus iness School  have developed a  
cata logue:  “Guidel ines for Writ ten  Projects  AAU Business School ” ,  conta in ing gu ide l ines 
on the length,  s t ruc ture and layout  o f  wr i t ten ass ignments  as wel l  as  the ro les  of  the 
supervisor  and programme secretary .  You are expected to  acquaint  yourse l f  wi th  and to  l i ve 
up to  these gu ide l ines when supervis ing  s tudents  a t  AAU Bus iness School .  You can access 
the gu ide l ines here.  
 
As a supervisor  you mus t  acquaint  yourse l f  wi th  the pro jec t  formal i t i es  (see the curr icu lum and 
course descr ip t ion)  and  thus be ab le to  in form the s tudents  o f  the correct  way of  c i t ing 
sources to  avo id p lag iar i sm and s imi lar  issues.  A lso see the sect ions t i t led “Exams” and 
“Dig i ta l  Exams”  for  more  in format ion on your  dut ies  in  connect ion wi th  exams. 
 
We encourage pro jec t  supervisors  to  par t ic ipa te  in  the educat ional  ac t i v i t ies  for  par t- t ime 
academic s ta f f  o f fered by the AAU Bus iness School .   
 

                                                           
 
1 Unless other  gu ide l ines  wi th  s imi lar  e f fec t  have been la id  down by the s tudy board of  the  
module in  quest ion.   

https://www.aau.dk/om-aau/aalborg-modellen-problembaseret-laering
https://www.intranet.business.aau.dk/vip
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In  connect ion wi th  your  work  as supervisor  we expect  you to  acquaint  yourse l f  wi th  the d ig i ta l  
opportun i t ies  and o f fers  provided  by the AAU Center  for  Dig i ta l l y  Supported Learn ing  and,  as 
a min imum, create a Mic rosof t  Teams prof i le .  Microsof t  Teams is  the main on l ine p la t form 
used by s tuden ts  and teachers  at  the Bachelor ’s  and Maste r ’s  Programmes at  AAU Bus iness 
School .  
 

COMMUNICATING WITH THE STUDENTS 
Teaching-re la ted communicat ion wi th  the s tudents  is  genera l ly  conducted  via  the  un ivers i t y ’s  
e- learn ing p la t form,  Moodle.  Th is  means that  a l l  e lec t ron ic  teaching mater ia l  must  be up loaded 
to  Moodle  in  good t ime.   
 
In  that  connect ion,  the p rogramme management  a t  the Bachelo r ’s  and Master ’s  Programmes at  
AAU Bus iness School  expects  teachers  to  meet  the deadl ines ass igned by the secretar ia t  for  
the up load of  mate r ia l .  Such mater ia l  may be course descr ip t ions,  l i teratu re,  s l ides f rom c lass 
etc .   
 
Moodle a lso conta ins  var ious fora,  which may be  used to  send shor t  messages or  pract ica l  
in format ion to  the s tudents .  You are  expected to  use these funct ions fo r  a l l  forms of  
communicat ion wi th  the s tudents .   
 
As pro jec t  supervisor  you must  respond to  messages f rom the s tudents  wi th in  a  reasonable 
amount  o f  t ime.  There are var ious ways of  o rganis ing the form,  f requency and content  o f  
supervis ion,  which we expect  you to  agree on  wi th  the coord inato r  and the s tudents .  
Supervis ion may take the form of  phys ica l  meet ings – e.g.  befo re or  a f te r  c lass – emai ls  wi th  
comments  on wr i t ten mater ia l  or  answers to  quest ions and/or  zoom, Skype or  Microsof t  Teams 
meet ings.   
 
In  connect ion wi th  phys ica l  or  v i r tua l  ‘spaces ’  fo r  supervis ion and other  meet ings wi th  fu l l - t ime 
s tudents  a t  AAU Bus iness School ,  the s tuden ts  a re expected to  crea te and book these 
‘spaces ’  and to  in form and invi te  you  in  t ime.   
 

EVALUATIONS 
Regular  eva luat ions conducted us ing SurveyXact  represent  an in tegra l  par t  o f  our  qual i t y 
assurance of  the Bachelor ’s  and Master ’s  Programmes at  AAU Bus iness School .  These 
evaluat ions conta in  both  quant i ta t i ve and qual i ta t ive quest ions and are submi t ted both to  the 
programme management  and the re levant  s tudy board process ing them. Subsequent l y,  they 
are submi t ted to  the coord inator  who wi l l  d iscuss the evaluat ions wi th  the  teachers  at 
teachers ’  meet ings or  ind iv idual l y wi th  the teacher in  quest ion.   
 
The evalua t ions of ten conta in  very in terest ing  in format ion,  and you a re encouraged to  take an  
in terest  in  th is  in format ion and poss ib ly make changes to  your  teaching and supervis ion  in  
cooperat ion wi th  the coord inator ,  where re levant .  To  ensure the  best  poss ib le  match ing of  
expectat ions,  teaching and supervis ion ,  both fo r  the s tudents ’  and fo r  your  own sake.   
 
In  addi t ion to  the formal  eva luat ions conducted  by the Bachelor ’s  and Master ’s  Programmes at  
AAU Bus iness School ,  you are welcome to  conduct  ora l  eva luat ions wi th  the s tudents  to  
conc lude your  teaching.  In  connect ion wi th  your teaching and supervis ion ,  we encourage you 
to  regular l y match your  expectat ions wi th  those  of  the s tudents  regard ing re levant  aspects  o f  

https://www.cdul.aau.dk/
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your  cooperat ion.  You may choose to  make a  summary of  th is  eva luat ion  and draw on i t  in  
d iscuss ions at  teachers ’  meet ings.  
 

MEETINGS WITH THE HEAD OF SECTION AND COORDINATOR 
Short l y a f te r  you have a rr ived at  the  Bachelor ’s  and Maste r ’s  Programmes at  AAU Bus iness 
School ,  the head  of  sect ion who wi l l  ac t  as  your  super ior  wi l l  i nvi te  you to  a  s tar t-up  meet ing.  
The head of  sect ion wi l l  make sure to  put  you in  contact  wi th  the coord inators  o f  your  
programme(s) .  The head  of  sect ion wi l l  a lso  make sure to  put  you  in  contact  wi th  the  
programme secretary/secretar ies ,  who wi l l  he lp  you coord ina te your  teaching.    
 
The meet ing wi l l ,  as  a  m in imum, inc lude an in t roduct ion to  the Bachelor ’ s  and Maste r ’s  
Programmes at  AAU Bus iness School ,  a  match ing of  expectat ions concern ing your  ro le  and  
tasks and in i t ia l  p lanning.   
 
As par t  o f  the ongoing development  and  qual i t y assurance of  the Bachelor ’s  and Master ’s  
Programmes at  AAU Bus iness School ,  the programme coord inators  wi l l  ho ld  regular  teachers ’  
meet ings address ing top ics  such as p lanning,  s tudent  eva luat ions,  academic  development  e tc .  
Teachers  at  the Bachelo r ’s  and Master ’s  Programmes at  AAU Bus iness School  are expected to  
par t ic ipate in  these meet ings.   
 
We expect  you  to  par t ic ipate in  ongoing and open d ia logue on your  tasks – espec ia l ly i f  you 
should encounter  prob lems or  chal lenges in  th is  context .  
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EXAMS 
I f  you  are unsure about  the exam fo rm, content  o r  s imi lar ,  we  encourage you to  c lar i f y th is  
wi th  your  p rogramme secretary and/or  coord inator  before in forming the s tudents .  The 
programmes inc lude var ious forms of  exams,  e .g .  wr i t ten  exams,  ora l  exams wi th  preparat ion 
and ora l  exams based on a pro jec t  repor t .  
 
As a teacher you a re expected to  acquaint  yourse l f  thoroughly wi th  the  module and course 
descr ip t ions of  the modu le where you wi l l  ac t  as  examiner .  In  par t icu la r ,  i t  is  important  to  us  
that  you acquaint  yourse l f  thoroughly wi th  the module ’s learn ing goals  and exam assessment  
cr i ter ia .   
 
E.g.  p lease note  that  i f  the s tudent ’s  learn ing ou tcome must  be determined in  an ora l  exam 
based on a wr i t ten pro jec t ,  the f ina l  g rade should re f lec t  a  jo ined  evalua t ion of  the wr i t ten 
pro jec t  and the o ra l  exam. 
 
Simi lar ly ,  you are expec ted to  be ab le to  in form the externa l  examiner  o f  the learn ing goals  
and assessment  cr i ter ia  before an exam, in  case of  doubt.  
 
Access to  Examiner Notes  
AAU is  under ob l igat ion to  provide examiners ’  no tes in  connect ion wi th  the process ing of  exam 
compla in ts  or  i f  s tudents  request  access to  these  notes.  W e therefore encourage you to  take  
thorough,  construct i ve notes dur ing exams and g rading.  You can  read more about  th is  in  
Appendix 1  – Access to  Examiner  Notes.    
 

DIGITAL EXAMS 
Al l  exam ass ignments  must  be submi t ted e lec t ron ica l ly v ia  “Dig i ta l  Eksamen”,  DE (Dig i ta l  
Exam) .  You can read more about  DE here.   
 
P lease note:  

 In connection with written exams, grades cannot be reported via DE until all grades have been entered, 
ensuring that they are announced simultaneously.  
 

 As supervisor for one or more students it is your responsibility to check the plagiarism status of assignments 
no later than two days after submission. The plagiarism status cannot exceed 1 per cent. For material with a 
plagiarism status exceeding 1 per cent, you must assess whether the material is in fact plagiarism. If this is 
the case, you must contact the course coordinator and programme secretary to discuss the further process. 
The majority of these cases are ‘merely’ a result of self-plagiarism and/or lack of referencing, though. We 
rarely see intentional cheating. 

 

DIGITAL AIDS FOR MARKING PAPERS 
Most  exam papers  must  be submi t ted in  PDF fo rmat  v ia  DE.  You are therefore encouraged  to  
use the many too ls  for  comment ing avai lab le  in  e .g .  Adobe.   

I f  you  do not  have access to  an Adobe vers ion that  enables comment ing,  you can get  a  f ree  
Adobe Acroba t  Reader DC here.  

http://www.de.aau.dk/
https://get.adobe.com/dk/reader/
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GDPR – THE EU GENERAL DATA PROTECTION 
REGULATION 
The new EU Genera l  Data Protect ion Regulat ion  became ef fec t ive  on 25 May 2018,  and i t  
poses a number of  demands on Aalborg Univers i t y wi th  regard to  persona l  data process ing.  In  
that  connect ion,  the  Univers i t y Management  has dec ided that  a l l  members of  s ta f f  (academic  
s ta f f ,  par t - t ime academic s ta f f ,  technica l  and admin is t ra t ive s ta f f )  must  complete a Moodle  
course on the new EU Genera l  Data  Pro tect ion Regulat ion.  
 
The course takes approx.  one hour .  
 
You  can f ind more  in format ion about  the course and a l ink  to  the  course  in  Appendix 2  – GDPR 
Course Ins t ruct ions.  
  
P lease d i rec t  quest ions regard ing the  mandatory  course and any re f lec t ions ( inc lud ing 
quest ions about  handl ing spec i f ic  cases)  to  Qua l i ty Contro l  Manager Henr ie t te  F l indt  Bjerg :  
hep@business.aau.dk.   
 
Henr ie t te  wi l l  then make sure to  pass on your  comments  and quest ions and thus ensure tha t  
we a l l  learn  how to  act  in  spec i f ic  s i tuat ions invo lv ing personal  data p rocess ing at  AAU 
Bus iness School .   
 
 
 

  

mailto:mlo@business.aau.dk
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INFORMATION ABOUT THE BACHELOR’S AND 
MASTER’S PROGRAMMES AT AAU BUSINESS 
SCHOOL 
 

STUDY PROGRAMMES 
The Bachelor ’s  and Master ’s  Programmes at  AAU Bus iness School  compr ise the audi t ing-
or iented,  economics,  and economics and bus iness admin is t ra t ion programmes provided at  
Aalborg Univers i t y.  Al l  our  s tudy programmes compr ise a combinat ion of  campus-based 
act iv i t ies ,  homework,  ass ignments  and pro jec t  work .  
 
The current  p rogrammes of fered a re:  BA and MA in  Economics,  two-  and four-year  MSc in  
Economics and Bus iness Admin is t ra t ion – Audi t ing (a lso known as MA in  Audi t ing) ,  BSc in  
Economics and Bus iness Admin is t ra t ion,  MSc  in  Economics and Bus iness Admin is t ra t ion – 
F inance,  Innovat ion Management  (Bei j ing ) ,  In te rnat ional  Bus iness,  Market ing,  Organisat ion 
and Strategy,  and Management  Account ing and Contro l .    
 
The g roup of  teachers  and superviso rs  a t  the Bachelor ’s  and Master ’s  Programmes at  AAU 
Bus iness School  inc ludes both fu l l - t ime researchers  and teachers  (academic  s ta f f )  and par t-
t ime teachers  (par t - t ime academic s ta f f )  who  typ ica l ly have or  have had a  career  in  the  
audi t ing,  economics or  bus iness economics sector  and/or  in  management .   
 
We ass ign great  weight  to  mainta in ing a good balance between the var ious s ta f f  groups,  which 
ensures research-based s tudy programmes and s t rong roots  in  the r igh t  f i e lds .   
 

STRUCTURE 
The Bachelor ’s  and Master ’s  Programmes at  AAU Bus iness School  fa l l  under the Facul ty o f  
Soc ia l  Sc iences at  Aalborg Univers i t y.  The Bachelor ’s  and Master ’s  Programmes are headed 
by the  head of  s tud ies,  who is  appointed by the respect ive s tudy board,  and a secretar ia t  is  
a f f i l ia ted to  the un i t .   
 
The s tudy board is  respons ib le  for  the o rganisat ion,  complet ion and development  o f  s tudy 
programmes and teaching in  the programmes af f i l ia ted to  the board and cons is ts  o f  se lec ted 
representat i ves of  the teachers  and s tudents  in  the programmes.  
 
A chai rman is  chosen among the s tudy board ’s  teacher representa t ives ,  and a deputy 
chai rman is  chosen among the s tudy board ’s  s tudent  representa t ives.  Each of  the programmes 
that  fa l l  under the s tudy board is  headed by a course coord inator  who is  respons ib le  for  the  
day- to -day running  of  the programme, e.g .  conduct ing teachers ’  meet ings and s imi lar .   
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Organisat ion Chart :  
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ROLES 
 

HEAD OF STUDIES 
The Bachelor ’s  and Master ’s  Programmes at  AAU Bus iness School  are headed by Met te  
Vinther  Larsen,  who is  Professor wi th  Spec ia l  Respons ib i l i ty,  Deputy Head of  Department  and 
Head of  Stud ies and respons ib le  for  the overa l l  running of  the Bachelor ’s  and Maste r ’s  
Programmes.  
 

 
 
  

STUDY BOARD AND EMPLOYER PANELS  
There are three s tudy boards at  the Bachelor ’s  and Maste r ’s  Programmes at  AAU Bus iness 
School :  1)  The  Study Board of  Economics and Bus iness Admin is t ra t ion,  2)  The Study Board  of  
Economics and 3)  The Study Board of  Audi t ing ,  which on a da i l y bas is  ensure that  the  
Bachelor ’s  and Master ’s  Programmes mainta in  a  h igh leve l  o f  qual i t y and are constant l y 
s t rengthened.   
 
Each s tudy board has an  employer  panel  that  meets  twice a year  to  d iscuss re levant  focus 
areas.  The purpose of  these meet ings is  to  mainta in  ongoing d ia logue,  d iscuss ing and fur ther  
develop ing the in terp lay between the  content  o f  the Bachelor ’s  and Maste r ’s  Programmes and 
the development  and demand of  the bus iness sector.  
 
  

https://www.business.aau.dk/education/sbe/studienaevn-erhvervsoekonomi/studienaevn/
https://www.business.aau.dk/education/sbe/studienaevn-samfundsoekonomi/studienaevn/
https://www.business.aau.dk/education/sbe/studienaevn-samfundsoekonomi/studienaevn/
https://www.business.aau.dk/education/sbe/studienaevn-revision/studienaevn/
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COORDINATORS 
A coord inator  is  a f f i l ia ted to  each Bachelor ’s  or  Master ’s  p rogramme at  AAU Bus iness School .  
The coord inator  is  respons ib le  for  the p rogramme in  quest ion wi th  regard to  p lanning,  
complet ion,  ongoing eva luat ions and development  o f  the p rogramme and  i ts  const i tuent  par ts  
e tc .  In  th is  context ,  the coord inators  are  respons ib le  for  ho ld ing teachers ’  meet ings in  the 
ind iv idual  p rogrammes.   
 
The p rogramme coord inators  are:
 
 

 
BA AND MA IN ECONOMICS  
Mogens Ove Madsen 
 

 
MSC IN ECONOMICS AND BUSINESS 
ADMINISTRATION – AUDITING 
Git te  Søgaard  
 
 
 
 
   
 
 
 
 
 

 
 

 
BSC IN ECONOMICS AND BUSINESS 
ADMINISTRATION  
Kr is t ian Nie lsen  
 
 

 
MSC IN ECONOMICS AND BUSINESS 
ADMINISTRATION – FINANCE 
Lasse Bork  
 
 

https://www.google.dk/url?sa=i&url=https://madtilmange.dk/opskrifter/crunchy-kokos-mango-salat/&psig=AOvVaw0FIjS36z80crlFr7AOnT6w&ust=1585827703631000&source=images&cd=vfe&ved=0CAIQjRxqFwoTCKCgzdmSx-gCFQAAAAAdAAAAABAn
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MSC IN ECONOMICS AND BUSINESS 
ADMINISTRATION – INTERNATIONAL 
BUSINESS 
Jonas Strømfe ld t  Eduardsen 
 
 

 
MSC IN ECONOMICS AND BUSINESS 
ADMINISTRATION – ORGANISATION AND 
STRATEGI Mari ta  Svane  
 

 
MSC IN ECONOMICS AND BUSINESS 
ADMINISTRATION – MARKETING                 
Chr is t ina Jenny El isabe t  Öberg   

 
MSC IN ECONOMICS AND BUSINESS 
ADMINISTRATION – MANAGEMENT 
ACCOUNTING AND CONTROL  
Danie l  Harr i t z  
 
 

 
MSC IN ECONOMICS AND BUSINESS 
ADMINISTRATION – INNOVATION 
MANAGEMENT (BEIJING)  
Dmit r i j i  S lep inov 
 
 
 

 
 
 
 
 
 
 

 
  

https://www.google.dk/url?sa=i&url=https://madtilmange.dk/opskrifter/crunchy-kokos-mango-salat/&psig=AOvVaw0FIjS36z80crlFr7AOnT6w&ust=1585827703631000&source=images&cd=vfe&ved=0CAIQjRxqFwoTCKCgzdmSx-gCFQAAAAAdAAAAABAn
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SECRETARIAT 
The Bachelor ’s  and Master ’s  Programmes at  AAU Bus iness School  have a  team of  dedicated 
programme secretar ies  who on a da i l y bas is  he lp  s tudents ,  teachers ,  externa l  examiners  and 
others ,  answer ing the i r  quest ions and meet ing the i r  needs in  a  p rofess ional  and 
accommodat ing way.  
 
The p rogramme secreta r ies  per form a ser ies  of  admin is t ra t ive  tasks re la ted to  the day- to-day 
running of  the  s tudy programmes,  e .g .  s tudent  counsel l ing,  coord inat ion,  p lanning and other  
programme-spec i f ic  tasks.    
 
The secretar ia t  cons is ts  o f  seven p rogramme sec retar ies  and a head of  secretar ia t .  
 
Programme Secretaries  
 
There is  one programme secretary for  each s tudy programme, as l is ted be low:   
 
ECONOMICS – BA AND MA:  
 

 
Tine Nørgaard  
 
 
MSC IN ECONOMICS AND BUSINESS ADMINISTRATION – AUDITING:  

 
Bente Byr resen 
 
 
BSC IN ECONOMICS AND BUSINESS ADMINISTRATION (1s t ,  2 n d ,  5 t h  and 6 t h  semesters) :  

 
Anne Koldgaard Jørgensen 
 
 

https://www.google.dk/url?sa=i&url=https://madtilmange.dk/opskrifter/crunchy-kokos-mango-salat/&psig=AOvVaw0FIjS36z80crlFr7AOnT6w&ust=1585827703631000&source=images&cd=vfe&ved=0CAIQjRxqFwoTCKCgzdmSx-gCFQAAAAAdAAAAABAn
https://www.google.dk/url?sa=i&url=https://madtilmange.dk/opskrifter/crunchy-kokos-mango-salat/&psig=AOvVaw0FIjS36z80crlFr7AOnT6w&ust=1585827703631000&source=images&cd=vfe&ved=0CAIQjRxqFwoTCKCgzdmSx-gCFQAAAAAdAAAAABAn
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MSC IN ECONOMICS AND BUSINESS ADMINISTRATION – FINANCE:  
 

 
Ju l ie  Søgaard  
 
 
MSC IN ECONOMICS AND BUSINESS ADMINISTRATION – ORGANISATION AND STRATEGI:  

 
Kar ina Knudsen 
 
 
MSC IN ECONOMICS AND BUSINESS ADMINISTRATION – MARKETING and MSC IN 
ECONOMICS AND BUSINESS ADMINISTRATION – INTERNATIONAL BUSINESS: 

 
Birg i t te  Krogner  
 
 
MSC IN ECONOMICS AND BUSINESS ADMINISTRATION – MANAGEMENT AACCOUNTING 
AND CONTROL and BSC IN ECONOMICS AND BUSINESS ADMINISTRATION (3r d  and 4 t h  
semesters) :  
 

 
Kathe Heuer Andersen 

https://www.google.dk/url?sa=i&url=https://madtilmange.dk/opskrifter/crunchy-kokos-mango-salat/&psig=AOvVaw0FIjS36z80crlFr7AOnT6w&ust=1585827703631000&source=images&cd=vfe&ved=0CAIQjRxqFwoTCKCgzdmSx-gCFQAAAAAdAAAAABAn
https://www.google.dk/url?sa=i&url=https://madtilmange.dk/opskrifter/crunchy-kokos-mango-salat/&psig=AOvVaw0FIjS36z80crlFr7AOnT6w&ust=1585827703631000&source=images&cd=vfe&ved=0CAIQjRxqFwoTCKCgzdmSx-gCFQAAAAAdAAAAABAn
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Head of  Secretar iat  
The day- to-day management ,  organisat ion and  s t ruc tur ing of  the programme secretar ia t  o f  the 
Bachelor ’s  and Master ’s  programmes at  AAU Bus iness School  is  undertaken by the head of  
secretar ia t  who supports  the programme secre tar ies  in  root ing the  day- to-day running and 
s t ra teg ic  development  o f  the un i t .   
 

 
 
Met te  Bærentsen  
Area Manager  
 
 
Quali ty Assurance Uni t   
The Bachelor ’s  and Master ’s  Programmes at  AAU Bus iness School  g ive h igh pr ior i t y to  the 
qual i ty o f  the composi t ion,  s t ruc ture and progress ion of  the programmes.   
 
The Qual i t y Assurance Uni t  supports  the head o f  s tud ies,  s tudy boards and coord inators  in  
connect ion wi th  legal  and qual i ty- re la ted  issues in  the day- to-day running  and s t ra teg ic  
development  o f  the Bachelor ’s  and Master ’s  Programmes.  The  Qual i ty  Assurance Uni t  
compr ises:  
 

 
 
Henr ie t te  F l indt  Bjerg  
Spec ia l  Consul tant  
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PRACTICAL INFORMATION 
MOODLE 
Our main channel  for  communicat ion wi th  the s tudents  is  the e- learn ing p la t form Moodle.  You 
can read more abou t  Moodle and ins t ruc t ions fo r  us ing the p la t fo rm here.   
 
You can access Moodle  for the Bachelor’s  and Master’s  Programmes at  AAU Business 
School  here.  
 
You  are a lways welcome to  contact  the secre tar ia t  i f  you need help  us ing  Moodle.  
 

MODULE LITERATURE 
Teachers  are encouraged to  make teaching mater ia l  ava i lab le  to  the  s tudents  in  good t ime via  
Moodle.  You may coord inate th is  wi th  the re levant  programme secreta ry.  
 
As a teacher a t  Aalborg Univers i t y you are encouraged to  l ink  to  the syl labus/ teaching 
mater ia l  v ia  the Aalborg Univers i t y L ibra ry  (AUB)  where poss ib le ,  ins tead  of  up loading 
mater ia l  (e .g .  PDF documents) .  AUB has produced a teachers ’  gu ide to  correct ly  l ink ing to  
course l i terature .  You can f ind the gu ide here.   
 
Remember to  c i te  sources c lear ly and  correct l y in  Moodle in  accordance wi th  the COPYDAN 
regulat ions.  
You  can read more abou t  copyr ight  and get t ing he lp  f rom AUB here.    
 

AAU MAIL 
Al l  teachers /supervisors  are expected to  check the i r  AAU mai l  regular l y.  You  can access your  
account  v ia  Out look o r  AAU webmai l .   
 
You  can read more abou t  AAU mai l  and f ind  gu ides to  shar ing mai lboxes and funct ion boxes 
here.  
 
 
  

http://www.its.aau.dk/vejledninger/Moodle/
http://www.moodle.aau.dk/
http://www.aub.aau.dk/ansatte/pensumlister/
https://www.intranet.business.aau.dk/vip
https://www.intranet.business.aau.dk/vip
https://www.ophavsret.aau.dk/
http://www.its.aau.dk/vejledninger/mail/
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AAU PERSONAL PROFILE 
Al l  s ta f f  a t  AAU as wel l  as  externa l ly  a f f i l ia ted ind iv iduals  wi th  a  s ta f f  ID have an AAU 
personal  prof i le  wi th  au tomat ic  presentat ion of  the i r  personal  data .  
 
The AAU personal  p rof i l e  is  a  service  present ing  data on s ta f f  a t  Aalborg  Univers i t y.  The  
webs i te  is  used both as an important  window to  the wor ld  and  an in te rna l  re ference too l .   
 
You  can f ind your  personal  prof i le  here.  
 
You  are expected to  keep your  personal  p rof i le  up-to-date,  up loading,  as  a min imum, a photo 
of  yourse l f  and a descr ip t ion of  your  job  funct ion,  e .g .  by s ta t ing  ‘Teach ing and supervis ion at  
the Bachelor ’s  and Master ’s  Programmes at  AAU Bus iness School ’ .  
 

ACCESS TO SOFTWARE 
Al l  s ta f f  a t  Aalborg  Univers i ty have  f ree access to  Of f ice 365 ( inc l .  5  TB on Onedr ive ) .  You  
can read more here.  
 

TRAVEL REIMBURSEMENTS 
Travel  re imbursements  a re created and  entered in  our  admin is t ra t i ve system ‘Rejse- og 
ud lægssystem’ ,  a lso ca l led RUS. You  can f ind the system and ins t ruc t ions on us ing i t  here.  
 
You  are respons ib le  for  complet ing and submi t t i ng t rave l  re imbursements  through the system 
shor t ly a f ter  complet ing  an approved t r ip  or  paying for  approved  expenses.  The  admin is t ra t ion 
team at  the Bachelor ’s  and Maste r ’s  Programmes at  AAU Bus iness Schoo l  can he lp you get  
s tar ted.   
 
You  may contact  the admin is t ra t ion team at :  forva l tn ing@business.aau.dk  
 
In  connect ion wi th  t rave l  re imbursements ,  you must use your  AAU mai l ,  as  a l l  communicat ion 
wi l l  be sent  to  th is  emai l  address.  
  

http://personprofil.aau.dk/
http://www.ekstranet.its.aau.dk/software/microsoft/office-365
https://www.okonomi.aau.dk/oea-it/rus/
mailto:forvaltning@business.aau.dk
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ADDRESSES 
The Bachelor ’s  and Master ’s  Programmes at  AAU Bus iness School  are housed at  2  
F ib igers t ræde,  9220 Aalborg Ø.  Most  o f  the  teaching is  conducted on campus on 
Fib igers t ræde,  Nie ls  Jernes Vej  or  Kroghstræde.  You can f ind a  l ink  to  the campus map below:  
 
Fibigerstræde,  Aa lborg Ø 
The teaching is  conducted in  severa l  bu i ld ings on F ib igers t ræde.  
Meals:  The canteen is  located on 15 F ib igers t ræde wi th in  walk ing d is tance (2 min. ) .  There are 
a lso two lunchrooms,  one in  FIB 2  (room 66)  and  one in  FIB 11 ( room117),  wi th  cof fee/ tea for  
teachers.   
 
8A Nie ls Jernes Vej ,  Aa lborg Ø 
Meals:  There is  a  canteen wi th in  walk ing d is tance (5 min.)  in  the NOVI  Sc ience Park,  10  Nie ls  
Jernes Vej .  
 
Kroghstræde,  Aa lborg Ø 
Meals:  There is  a  canteen wi th in  walk ing d is tance (2 min.)  a t  3  Kroghstræde.  
 
Aalborg Univers i ty Library,  Aalborg Ø 
Meals:  There is  a  canteen wi th in  walk ing d is tance (10 min. ) .  AUB staf f  are respons ib le  fo r  
making cof fee/ tea avai lab le  outs ide the c lassroom for  s tudents / teachers.   
 
IT  Support ,  3  Kroghstræde,  room 2.106,  Aalborg Ø 
IT Suppor t  is  ready to  he lp  you so lve bo th hardware and sof tware prob lems.  Read more abou t  
ITS here.  
     

   
 

https://goo.gl/maps/F4JxqDhwFy22
https://www.google.dk/maps/place/Niels+Jernes+Vej+8A,+9220+Aalborg/@57.0117479,9.9842923,17z/data=!3m1!4b1!4m5!3m4!1s0x464eccdb968da9e5:0xb8cd45dc1320a42b!8m2!3d57.011745!4d9.986481?hl=da
https://www.google.dk/maps/place/Kroghstr%C3%A6de,+9220+Aalborg/@57.0133819,9.9798052,17z/data=!3m1!4b1!4m5!3m4!1s0x464eccda19418829:0x62751dc8a84e955e!8m2!3d57.013379!4d9.9819939?hl=da
https://goo.gl/maps/Au9VWR7aSpp
https://www.google.dk/maps/place/Kroghstr%C3%A6de+3,+9220+Aalborg/@57.0140299,9.9796763,17z/data=!4m5!3m4!1s0x464eccd9f7ef20c3:0xd5831dc5080721b3!8m2!3d57.014027!4d9.981865?hl=da
https://www.its.aau.dk/
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FACILITIES  
Al l  c lassrooms have a pro jec tor  and a b lackboard ,  but  you are expected to  br ing your  own 
computer .  
 

ROOM BOOKING 
Classrooms and exam rooms are booked by the respect ive programme secretary.  
 

REMUNERATION 
Assistant Lecturers:  
Assis tant  lec turers  a t  AAU Bus iness School  must  complete a month ly t ime sheet ,  before 
s ign ing and submi t t ing i t  to  the secreta r ia t .  Your  month ly hours  cannot  exceed fu l l - t ime (37 
hours  per  week) .  In  addi t ion,  we encourage you to  record your  work  hours  in  an Excel  sheet  or  
s imi lar .  
 
Externa l  Lecturers:  
For externa l  lec tu rers  (DVIPs)  a t  AAU Bus iness School ,  the programme secretary  wi l l  
automat ica l ly repor t  the hours  granted,  which wi l l  be ad justed on an ongo ing bas is  throughout  
the semester .  1 /5  o f  the to ta l  number o f  hours  wi l l  be d isbursed on a month ly bas is  
(September-January and  February-June).  In  addi t ion,  we encourage you to  record your  work  
hours  in  an Excel  sheet  or  s imi lar .   
 
VIPs: 
For VIPs at  AAU Bus iness School  the programme secretary wi l l  automat ica l ly repor t  the hours  
granted,  which wi l l  be  ad justed on an ongoing bas is  throughout  the  semester.   
 
You  can f ind the  t ime sheet  here.  
 

LINKS TO RELEVANT MATERIAL 
In  connect ion wi th  your  teaching,  we expect  you to  acquaint  yourse l f  thoroughly wi th  a  number 
of  mater ia ls  before your  f i rs t  meet ing wi th  the s tudents  a t  the Bachelor ’s  and Maste r ’s  
Programmes at  AAU Bus iness School .  The purpose of  th is  mater ia l  is  to  support  your  p lanning  
and implementat ion of  h igh-qual i t y teaching:  
 

• Teaching Load Catalogue – Full time studies at AAU Business School 
•  AAU Business School – Full time studies at AAU Business School 
• COPYDAN Guidelines 
• Center for Digitally Supported Learning  
• Principles Regarding Exam Questions 
• Duty to Record in Connection with Exam Grading 

  

https://www.hr.aau.dk/blanketter/timesedler/
https://www.intranet.business.aau.dk/vip
https://www.intranet.business.aau.dk/vip
https://www.intranet.business.aau.dk/vip
https://www.intranet.business.aau.dk/vip
https://www.intranet.business.aau.dk/vip
https://www.intranet.business.aau.dk/vip
https://www.cdul.aau.dk/
https://www.intranet.business.aau.dk/vip
https://www.intranet.business.aau.dk/vip
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CONTACT INFORMATION 
 
BA AND MA IN ECONOMICS

Programme Secretary  
Tine Nørgaard  
F ib igers t ræde 2,  room 93 
Emai l :  t inen@business.aau.dk 
Phone:  9940 9628 
 

Coord inato r  
Mogens Ove Madsen 
Fib igers t ræde 2,  room 63 
Emai l :  mom@business.aau.dk 
Phone:  9940 8177 

 
 
MSC IN ECONOMICS AND BUSINESS ADMINISTRATION – AUDITING

Programme Secretary  
Bente Byr resen 
Fib igers t ræde 2,  room 76 
Emai l :  
benteb@business.aau.dk 
Phone:  9940 8264 

Coord inato r  
Gi t te  Søgaard  
F ib igers t ræde 2,  room 39 
Emai l :  gs@business.aau .dk 
Phone:  2048 2217 

 
 
 
BSC IN ECONOMICS AND BUSINESS ADMINISTRATION 

Programme Secretary  
Anne Koldgaard Jørgensen 
(1s t ,  2n d ,  5 t h  and 6 t h  
semesters)  
F ib igers t ræde 2,  room 93 
Emai l :  a jo@business.aau.dk 
Phone:  9940 9625 
 
Kathe Heuer Andersen  
(3 r d  and 4 t h  semesters)  
F ib igers t ræde 2,  room 76  
Emai l :  
katheha@business.aau.dk 

Coord inato r  
Kr is t ian Nie lsen  
Fib igers t ræde 11,  room 113 
Emai l :  kn@business.aau .dk 
Phone:  9940 8334 
 

 
 
 
 
 

Phone:  9940 3550 
 
 
MSC IN ECONOMICS AND BUSINESS ADMINISTRATION – FINANCE

Programme Secretary    Coord inato r  
Ju l ie  Rosenlund Søgaard    Lasse Bork  
F ib igers t ræde 2,  room 99    F ib igers t ræde 2,  room 51  
Emai l :  sogaard@business.aau.dk  Emai l :   
Phone:  9940 8452    lbork@business.aau.dk  

Phone:  9940 2707 
 

 
 
 
 
 

mailto:tinen@business.aau.dk
mailto:mom@business.aau.dk
mailto:benteb@business.aau.dk
mailto:gs@business.aau.dk
mailto:ajo@business.aau.dk
mailto:katheha@business.aau.dk
mailto:kn@business.aau.dk
mailto:sogaard@business.aau.dk
mailto:lbork@business.aau.dk
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MSC IN ECONOMICS AND BUSINESS ADMINISTRATION – INTERNATIONAL BUSINESS
Programme Secretary  
Bi rg i t te  Krogner  
F ib igers t ræde 2,  room 99 
Emai l :bk@business.aau.dk 
Phone:  9940 8051 

Coord inato r  
Jonas Strømfe ld t  Eduardsen 
Fib igers t ræde 11,  room 25 
Emai l :  jse@business.aau.dk 
Phone:  9940 8364 

 
 
MSC IN ECONOMICS AND BUSINESS ADMINISTRATION – MARKETING

Programme Secretary    Coord inato r  
Bi rg i t te  Krogner         Chr is t ina Jenny Öberg  
F ib igers t ræde 2,  room 99   F ib igers t ræde 11  
Emai l :  bk@business.aau .dk  Emai l :   
Phone:  9940 8051  c jeo@business.aau.dk 
 Phone:  9940 8258 

 
 
MSC IN ECONOMICS AND BUSINESS ADMINISTRATION – ORGANISATION AND STRATEGY

Programme Secretary    Coord inato r  
Kar ina Knudsen   Mar i ta  Svane 
Fib igers t ræde 2,  room 78    F ib igers t ræde 11,  room 67A 
Emai l :  karknu@business .aau.dk  Emai l :   
Phone:  9940 2759 msvane@business.aau.dk 

Phone:  9940 2743 
 
    

MSC IN ECONOMICS AND BUSINESS ADMINISTRATION – MANAGEMENT ACCOUNTING 
AND CONTROL

Programme Secretary    Coord inato r  
Kathe Heuer Andersen    Danie l  Harr i t z  
F ib igers t ræde 2,  room 76    F ib igers t ræde 11,  room 30 
Emai l :  katheha@business.aau.dk   Emai l :dah@business.aau.dk 
Phone:  9940 3550    Phone:  2835 5736 

 
 
MSC IN ECONOMICS AND BUSINESS ADMINISTRATION – INNOVATION MANAGEMENT 
(BEIJ ING)

Programme Secretary    Coord inato r  
Ju l ie  Rosenlund Søgaard    Dmi t r i j i  S lep inov 
F ib igers t ræde 2,  room 99    F ib igers t ræde 11,  room 38  
Emai l :  sogaard@business.aau.dk   Emai l :  ds@business.aau .dk  
Phone:  9940 8452     Phone:  9940 8992 
  

 
Head of  Secretar iat     

Mette Bærentsen  
Fib igers t ræde 2,  room 101b 
Emai l :  mb@business.aau.dk 
Phone:  9940 8200 

  

mailto:bk@business.aau.dk
mailto:jse@business.aau.dk
mailto:bk@business.aau.dk
mailto:cjeo@business.aau.dk
mailto:karknu@business.aau.dk
mailto:msvane@business.aau.dk
mailto:katheha@business.aau.dk
mailto:dah@business.aau.dk
mailto:sogaard@business.aau.dk
mailto:ds@business.aau.dk
mailto:mb@business.aau.dk
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Study Board of  Economics and Business Administra t ion   

Secretary     Chai rman 
Anne Fisker     Kr is t ian Nie lsen  
Fib igers t ræde 2,  room 78   F ib igers t ræde 11,  room 113 
Emai l :  a f l@business.aau .dk  Emai l :  kn@business.aau .dk 
Phone:  9940 7956   Phone:  9940 8334 
 
 

Study Board of  Economics
Secretary     Chai rman 
Viv i  Jue l -Pedersen    Mogens Ove Madsen 
Fib igers t ræde 2,  room 95   F ib igers t ræde 2,  room 74 
Emai l :  v i v i@business.aau.dk  Emai l :                           
Phone:  9940 8690     mom@business.aau.dk 
    Phone:  99408177 
 
 

Study Board of  Audi t ing   
Secretary     Chai rman 
Lone Sønderby-Egebak    Gi t te  Søgaard  
F ib igers t ræde 2,  room 95   F ib igers t ræde 2,  room 39 
Emai l :  lse@business.aau.dk  Emai l :  gs@business.aau .dk 
Phone:  9940 8004   Phone:  2048 2217 

 
 
Qual i ty Assurance Uni t

Henr ie t te  F l indt  Bjerg  
F ib igers t ræde 2,  room 105 
Emai l :  hep@business.aau.dk 
Phone:  9940 7926 

 
 
Head of  Studies  

Mette Vinther  Larsen  
Fib igers t ræde 2,  room 103 
Emai l :  mvl@business.aau.dk 
Phone:  9940 8253 

 
 
  

mailto:afl@business.aau.dk
mailto:kn@business.aau.dk
mailto:vivi@business.aau.dk
mailto:mom@business.aau.dk
mailto:lse@business.aau.dk
mailto:gs@business.aau.dk
mailto:hep@business.aau.dk
mailto:mvl@business.aau.dk
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FAQ 
 

 
Th is  sect ion conta in ing f requent l y asked quest ions is  updated on an ongoing bas is .  You are  
welcome to  contact  Qual i ty Contro l  Manager Henr ie t te  F l indt  Bjerg at  
kva l i te t@business.aau.dk,  i f  you  have quest ions or  suggest ions for  th is  Guide for  Teachers.   
  

mailto:kvalitet@business.aau.dk
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APPENDICES 
 

• Appendix 1  – Access to Examiner Notes 
• Appendix 2  – GDPR Course Instructions 

  



      

28 
 

APPENDIX 1 – ACCESS TO EXAMINER NOTES 
 
Below is  an excerpt  f rom an emai l  sent  to  a l l  departments  at  Aalborg Univers i t y.   
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  
Top ic :  Access  to  exam iner  notes  
 
To heads o f  department  
CC:  heads of  s tud y,  chai rmen of  stud y boards and associa te  deans for  educat ion  
AAU f i le  number:  2018-440-00011  
 
The Danish Agenc y for  Sc ience and Higher  Educat ion  (he reaf ter  the  Agency)  has  impressed on AAU 
that  AAU shou ld  make exam iners ’  exam notes  ava i lab le  to  the s tudents  i f  they reques t  access  to  the 
notes  in  connec t ion  wi t h  AAU’s  process ing o f  exam compla in ts .  AAU has  rece ived the above response 
f rom the Agency i n  connec t ion  wi t h  a  s tudent ’s  compla in t  about  AAU’s  re fusa l  to  grant  the  s tudent  
access  to  the exam iners ’  no tes .   
 
Case His tor y and the Agenc y’s  Rul ing  
In  connec t i on  wi t h  an exam compla in t  concern ing assessment ,  the  exam iners  had in  the i r  response 
re fe r red to  the not es  they had taken dur i ng the exam.  The s tudent  subsequent ly  asked for  access  to  the 
exam ine rs ’  no t es ,  but  th is  was  den ied,  as  AAU argued that  the  exam iners ’  no tes  shou ld  be cons idered 
in terna l  notes .  The s tudent  made a  compla in t  to  the Agenc y about  AAU’s  re fusa l  to  grant  the  s tudent  
access  to  the documents .   
 
As  s ta ted in  sec t ion  23 o f  the  Exam inat ion  Order ,  the  exte rna l  exam ine r  and exam iner  mus t  take notes  
dur ing the per fo rmance and grad ing dur i ng assessment  fo r  the  use o f  potent i a l  compla in ts .  AAU has  so 
far  cons idered th is  to  mean that  the  notes  shou ld  fo rm  a bas is  fo r  the  s ta tement  prov ided by the 
exam ine rs  in  connec t ion  wi th  a  compla in t  ( i n  accordance wi th  sec t ion  35,  subsec t ion  2) .  And the re fo re ,  
AAU has  up unt i l  now den ied s tudents  access  to  exam iners ’  no tes .   
  
Accord ing t o  the Agency,  AAU i s  legal l y bound to  g rant  access to  examiners ’  notes in  connect ion 
w i th  the processing o f  exam complaints  i f  there is  a  request  for  access to  these no tes.   
 
AAU wi l l  take into  considera t ion the Agenc y’s  response.  This  en tai ls  tha t  AAU in  the fu ture w i l l  
grant  access to  examiners’  notes in  connect ion w i th  the p rocessing o f  exam complaints .   
 
Access to  Notes  
The above means  that  i n te rna l  and ext erna l  exam iners  a t  AAU mus t  be aware that  s tudents  may ga in  
ins ight  in t o  the notes  taken du r ing exams.   
 
I t  shou ld  be s t ressed,  though,  tha t  the  Agency a t  the  same t ime spec i f ied  that  there  are  no formal  
requi rements t o  the  notes .  The not es  wi l l  cont i nue to  ac t  as  a  too l  tha t  exam ine rs  make take as  the i r  
po in t  o f  depar t ure  when wr i t ing  s ta tements  in  connec t ion  wi t h  exam compla in ts .   
 
I t  i s  impor tant  tha t  a l l  exam iners  are  i n formed that  exam iners ’  no tes  may in  the  fu ture  be made 
ava i lab le  to  the s tudents .   
 
As  s ta ted in  sec t ion  23 o f  the  Exam inat ion  Order ,  the  exam ine rs  mus t  save the i r  exam notes  fo r  a t  leas t  
one year  o r  unt i l  any ongo ing compla in t  cases  have been set t led .  
 
I t  i s  very  impor tant  tha t  exam iners  save t he documen ts  for  th is  per iod o f  t ime,  mak ing i t  poss ib le  to  
g ive  s tudents  access  to  the notes ,  shou ld  they reques t  access  in  connec t ion  wi t h  a  compla in t  case.   
 
Insofar  as  a  s tudent  i n  connec t ion  wi th  an exam compla in t  reques ts  access  to  the exam iners ’  no tes ,  the  
member  o f  s ta f f  p rocess ing  the compla in t  wi l l  contac t  the  exam iners .  
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I f  the  s tudent  contac ts  the exam ine rs ,  the  la t te r  may e i the r  re fer  t o  the member  o f  s ta f f  p rocess ing t he 
compla in t  o r  make the notes  ava i l ab le  to  the s tudent .   
 
Please d i sseminate th is  i n format ion to  academic s taf f  a t  the department .  
 
Please le t  me know i f  you have any ques t ions  rega rd ing the above.  
 
K ind rega rds ,  
Jann i  
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APPENDIX 2 – GDPR COURSE INSTRUCTIONS 
 
Information about and l ink to the course:  
  
Welcome to  AAU’s  course on the EU Genera l  Data Protect ion Regulat ion .  The  course wi l l  g ive  
you bas ic  ins ight  in to  the regulat ion and i ts  potent ia l  e f fec t  on your  work  at  AAU. The  course 
wi l l  not  cons ider  the ind iv idual  p rocesses and systems of  a  research pro jec t  or  o f  Human 
Resources,  Study Service etc .  Ins tead i t  wi l l  p r ime you fo r  unders tanding the f ramework for  
process ing personal  data and for  iden t i f y ing s i tuat ions covered by the regulat ions.  You can 
a lways f ind more spec i f i c  in format ion about  personal  data at  AAU at  www.persondata .aau.dk,  
which is  updated regular ly.  
  
Seeing as a l l  members o f  s ta f f  to  some exten t  process personal  data,  the  Management  has 
dec ided to  make the course mandatory to  a l l  employees,  inc lud ing managers  at  a l l  leve ls .   
 
The course compr ises e ight  modules in  Moodle,  and you wi l l  f ind  the course here:   
  
1 .  Open your  browser ( In ternet  Explo rer ,  Chrome,  Safar i  or  s imi lar) ,  and  go to  
h t tps : / /gdpr .moodle .aau.dk/course/view.php?id=52 
2.  Log in  us ing your  AAU Emai l  and AAU password (same as for  emai l  e tc . ) .  
3 .  You are  now in  the course room ‘Bus iness and  Management ’ .  
4 .  Select  "Enro l  me"  to  s ign up for  the course in  quest ion.  
5 .  Select  Danish or  Engl ish,  depending on your  personal  preference.  
  
Your  s ta tus is  evident  f rom the box in  the bo t tom r ight -hand corner  in  the Moodle room. The 
s ta tus must  read:  Complete.  
  
P lease note:  I f  your  programme set t ings prevent  new window to  open,  you may not  be ab le to  
access the course in  s tep 5 above  wi thou t  having to  a l low new windows to  open.   
Th is  warn ing wi l l  take d i f ferent  fo rms depending on the browser you have  chosen: 
In  In ternet  Explore r  you wi l l  t yp ica l ly  see a warn ing that  enables you to  open the window. You 
wi l l  see i t  be low the address bar  or  a t  the bot tom of  the In te rnet  Explo rer  window.   
In  Chrome you wi l l  see a  smal l  window wi th  a  red  cross above the address bar  that  you can 
c l ick  on to  en large.   
In  Safar i  you  need to  change the set t ings in  the “Safar i ”  menu.   
  
Which course room do I  choose?  
Choose the course room corresponding to  your  o rganisat ional  a f f i l ia t ion.  You  wi l l  
automat ica l ly be  d i rec ted to  the r igh t  room i f  you c l ick  on the l ink  above .  Rooms wi th  facu l ty 
names are on ly  ava i lab le  to  s ta f f  in  the facu l ty o f f ices.  
  
How long does the  course take?  
I t  takes about  one hour  to  complete the course.  
  
Wil l  my answers to quiz  questions be saved,  and what i f  I  get  the answer wrong? 
The quest ions in  the mater ia l  have been inc luded  only to  he lp  you re f lec t  on what  you have 
read/seen.  I f  you  get  the  answer wrong,  you  may cons ider  go ing through the mater ia l  again.  
Your answers are no t  saved;  they wi l l  not  be used in  an evaluat ion of  you ;  and i f  you get  the 
answers wrong i t  wi l l  not  a f fec t  your  ab i l i t y  to  complete the course.  
 

http://www.persondata.aau.dk/
https://gdpr.moodle.aau.dk/course/view.php?id=52
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When have I  completed the course?  
You  have completed the course when you have completed a l l  content  and  quest ions under the  
e ight  modules.  You must  a lso remember to  read text  that  needs to  be shown.  
  
Can I  return to the course at  a  later t ime?  
Yes,  i f  you need to  in ter rupt  the course  or  wish to  re turn to  the mate r ia l  as  re ference,  you may 
do so.  
  
Where can I  f ind more information and get help?  
I f  you  need technica l  ass is tance access ing the course,  p lease contact  support@i ts .aau .dk – 
wr i te  "GDPR Moodle"  as  the subject  o f  your  ema i l .  
  
You  can f ind more  in format ion at  persondata .aau.dk,  which is  updated regular ly .  The s i te  a lso 
conta ins  contact  in format ion of  you need help  process ing personal  data.  
 
 

 
 
 
 
 
 
 
 

 
 
 
 
 

  

mailto:support@its.aau.dk
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