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INTRODUCTION 
 
Dear lec turer ,  
 
 
We would l ike to  welcome you as par t  o f  the Bachelor ’s  and Master ’s  Programmes at  AAU 
Bus iness School .   
 
The miss ion of  AAU Bus iness School  is  to  create  growth and prosper i ty  reg ional ly ,  nat ional ly  
and g lobal ly  by  pushing the f ront ie rs  o f  bus iness  and economics through research and 
educat ion to  meet  the  chal lenges of  tomorrow. Through appl ied bus iness  knowledge we set  
new s tandards for  in te rd isc ip l inary  impact  a t  AAU and in  co l laborat ion w i th  v is ionary  and 
proact ive bus iness par tners .   
 
Through contemporary  educat ional  programmes,  we prepare graduates to  ident i fy  and so lve 
the fu ture chal lenges of  bus iness through research-based and problem-based educat ion.  I t  is  
our  ambi t ion to  enable our  s tudents  to  bu i ld  competenc ies to  become product ive and proact ive 
contr ibutors  to  the publ i c-  and pr ivate-secto r  labour markets  a f te r  gradua t ion.  We look fo rward 
to  work ing together wi th  you on of fer ing our  s tudents  insp i r ing and re levant  s tudy 
programmes.   
 
Th is  brochure is  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 requen t ly  asked quest ions and pract ica l  
in format ion that  is  re levant  to  a l l  lec turers  a t  AAUBS and that  can serv ice as a supplement  to   
and preparat ion  for  meet ings wi th  your  p rogramme coord inator(s )  and the  s tudy secretar ia t .   
 
I f  i t  g ives r ise to  any quest ions,  do not  hes i ta te  to  reach out  to  the s tudy  management.   
 
 
K ind regards  
 
 
The Study Management  AAUBS 
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BACHELOR AND MASTER 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,  
economics,  and economics and bus iness admin is t ra t ion programmes prov ided at  Aalborg 
Univers i ty .  Al l  our  s tudy programmes compr ise a combinat ion of  campus-based act iv i t ies ,  se l f -
s tudy,  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  
Audi t ing,  two BSc in  Economics and Bus iness Admin is t ra t ion,  MSc in  Economics and Bus iness 
Admin is t ra t ion wi th in  the  fo l lowing spec ia l isat ions – F inance,  Innovat ion Management  
(Bei j ing) ,  In ternat ional  Bus iness,  Market ing & Sa les,  Organisat ion,  St ra tegy and Leadersh ip ,  
Bus iness Data Sc ience and Management  Account ing and Contro l .  In  addi t ion,  we o f fer  the 
Cand. tech.  degree in  En treprenur ia l  Bus iness Engineer ing.     
 
The group of  lec turers and superv isors  a t  the Bachelor ’s  and Master ’s  Programmes at  AAU 
Bus iness School  inc ludes both fu l l - t ime researchers  and lec turers (academic s ta f f )  and par t -
t ime lec turers  (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 .   
 

STRUCTURE 
The Bachelor ’s  and Master ’s  Programmes at  AAU Bus iness School  are a par t  o f  the  Facul ty  o f  
Soc ia l  Sc iences and Humani t ies  at  Aalborg  Univers i ty .  The Bachelo r ’s  and Master ’s  
Programmes are headed by the s tudy management -  who  is  recommended by the two  s tudy 
boards and approved by  the Dean -  and a secre tar ia t  is  a f f i l ia ted  to  the un i t .   
 
The s tudy boards are  respons ib le  for  approv ing s tudy programmes and cons is ts  o f  se lec ted 
representat ives of  lec tu rers  and s tudents .  
 
A chai rman is  chosen among the s tudy board ’s  VIP representat ives,  and  a deputy  chai rman is  
chosen among the s tudy  board ’s  s tudent  representat ives.   
 
Each of  the p rogrammes that  fa l l  under  the s tudy  board is  headed by a  programme coord inator  
who is  respons ib le  fo r  the day- to-day running of  the programme, e.g .  conduct ing lec turers ’  
meet ings and s imi lar .   
 

STUDY BOARDS AND EMPLOYER PANELS  
There are two s tudy boards at  the Bachelor ’s  and Master ’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 which on a da i ly  bas is  ensure that  the Bachelor ’s  and Master ’s  Programmes 
mainta in  a  h igh leve l  o f  qual i ty .  
Each s tudy board has an  employer  panel  that  meets  1-2 t imes 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  

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/
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develop ing the in terp lay  between the  content  o f  the programmes and the  development  and 
demand of  the bus iness sector .  

 
OVERVIEW OF TASKS FOR TEACHING PREPARATION 
Each programme, each bachelor ’s  programme and each master  spec ia l i zat ion,  has a 
programme coord inato r  that  works in  c lose co l laborat ion wi th  a l l  module coord inators  a t  the 
g iven programme.  
 

PROGRAMME COORDINATOR 
• Develops and updates the study programme and semester descriptions and ensure progression 

between semesters 
• Plans the timetable in collaboration with the study secretary who manages timetable planning, 

room booking and exam planning 
• Is in charge of presentations of the programme in relevant forums and represents the programme 

in relevant committees 
• Plans the semester introduction and ensure onboarding of new students 
• Completes a qualitative evaluation of the semester after the last teaching session 
• Invites the research group to develop the education, discuss evaluations and ensure progression 

between modules  
• Advises module coordinators on educational issues, procedures and changes - as well as study 

boards and study management - if needed 

  

MODULE COORDINATOR 
• Staffs the module in dialogue with the education team of the module. In case of resource needs or 

questions, the study management can be included. 
• Identifies the need for internal examiners and staffing in collaboration with the study coordinator. 
• Updates the module description before the deadline of acceptance by the study board.  
• Responsible for updating the module in Moodle. 
• Coordinates the teaching time slots in collaboration with the study secretary who manages 

timetable planning, room booking and exam planning 
• Discusses new ideas for changing the curriculum and learning objectives with the education team 

if needed and submit these to the study board for approval  

 

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 ly  bas is  he lp  s tudents ,  lec ture rs,  ex terna 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 programme 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 and teaching support ,  p lanning and other  
programme-spec i f ic  tasks.    
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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  
s tudy admin is t ra t ion who supports  the p rogramme secretar ies  in  roo t ing the day- to-day 
running and s t ra teg ic  development  o f  the un i t .   
 
Quali ty  Assurance Uni t   
The Bachelor ’s  and Master ’s  Programmes at  AAU Bus iness School  g ive h igh pr ior i ty  to  the 
qual i ty  o f  the composi t ion,  s t ruc ture and progress ion of  the programmes.   
 
The Qual i ty  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.   
 
In  the sect ion:  "Contact  information" you can see how you can get  in  touch with  the 
study management,  s tudy boards,  coordinators,  the secretariat  and the qual i ty  assurance 
unit .  
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HOW TO PLAN YOUR TEACHING 
Al l  curr icu la  can be  found at  www.stud ieordninger .aau.dk.  The curr icu lum out l ines the overa l l  
foundat ion,  ob ject ives and s t ruc ture of  the programme as wel l  as  goal  descr ip t ions and 
learn ing ob ject ives for  each ind iv idual  module.  
 
A l l  modules of fered  in  the educat ion system in  Denmark (and the EU) are  measured in  ECTS 
credi ts  ( the European Credi t  Transfer  System) descr ib ing the amount  o f  work  assoc ia ted wi th  
each module.  ECTS cred i ts  cover  a l l  ac t iv i t ies  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  s tudent  
work  load of  approx.  27  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.  135 hours .  Your  course prepara t ion 
should take as i ts  po in t  o f  departure  the t ime and work  load the course i s  meant  to  represen t .   
 
Teaching at  AAUBS is  research based.  Th is  means that  you are welcome to  and expected to  
g ive your  own perspect i ve as an academic researcher  – an expert  –  on tex tbooks,  papers ,  
current  events  and o ther  examples whenever re levant .  You can d raw your  own work  fo r  
examples,  ass ignments ,  tex ts  and methods in  your  teaching.  
 
The leading pedagogica l  pr inc ip le  under ly ing the  s tudy programmes at  Aalborg Univers i ty  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 are addressed theoret ica l ly  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 ty  here.  
 
Students  a t  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  semester  o f  the ind iv idual  s tudy programmes.  Lecturers must  incorpora te 
th is  in to  the i r  genera l  in t roduct ion to  the  programmes and is  to  be cons idered a foundat ion for  
a l l  teaching act iv i t ies ,  inc lud ing teaching,  exerc ises and superv is ion at  AAU Bus iness School .    
 
We 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 for  how your  teaching may be organised.  The cata logue can 
be accessed here.  The teaching load cata logue a ims to  support  the implementat ion of  
prob lem-based learn ing  act iv i t ies  that  is  a  foundat ion for  teaching  at  Aalborg Univers i ty .   
 
At  AAU Bus iness School  we have severa l  d ig i ta l  too ls  ava i lab le  to  suppor t  the teaching 
act iv i t ies .  For  an overv iew of  d ig i ta l  opportun i t i es  avai lab le  see:  Cente r  for  Dig i ta l ly  Supported 
Learn ing.  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 where you  
can get  feedback and support  when develop ing your  module.  
 
  
Powerpoint  templates  
An AAU Bus iness Schoo l  powerpoint  template is  ava i lab le  here.  
 
You are f ree to  use your  own presentat ion template,  but  we encourage the use of  the AAU 
Bus iness School  logos which you can a lso access in  the l ink  above.   
 
I f  your  pr imary  employment  is  not  AAU Bus iness School ,  you are  welcome to  ment ion your  
pr imary  af f i l ia t ion 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 should not  be ev ident  f rom a l l  s l ides of  the presentat ion.  

http://www.studieordninger.aau.dk/
https://www.aau.dk/om-aau/aalborg-modellen-problembaseret-laering
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 
A key act iv i ty  support ing  PBL at  Aalborg  Univers i ty  is  pro 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  superv isor  and wi l l  wr i te  a  pro jec t  repor t  on a top ic  o f  
the i r  choice wi th in  the module f rame.    
  
As a superv isor  a t  AAU Bus iness School  we expect  you to  adopt  a  proac t ive ro le  v is-à-v is  the 
groups/s tudents  you superv ise.  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.  Th is  a lso means that  you,  to  a  reasonable extent ,  must  keep up- to-date on the  
progress of  the  groups/s tudents  ass igned to  you.   
 
Superv is ion take the form of  phys ica l  meet ings as a ru le  –  e.g .  before  o r  a f ter  c lass – bu t  can 
a lso be 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 i f  needed.  The  f requency of  meet ings should be a l igned wi th  the 
norm cata logue.    
As a superv isor  you mus t  acquaint  yourse l f  wi th  the pro jec t  formal i t i es  (see the curr icu lum and 
module 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, genera l  ru les  fo r  us ing generat ive AI  a t  AAU in  pro jec t  work  and 
examinat ions,  and s imi lar  issues.  A gu ide l ine for  the length s t ruc tu re and layout  o f  wr i t ten 
products  can be found in  the cata logue:  “Guidel ines for  Wri t ten Pro jects AAU Business 
School ”  here.  The ru les  regard ing generat ive AI  a t  AAU can be found here.  
 
A lso see the sect ions t i t l ed “Exams” and “Dig i ta l  Exams” for  more in format ion on the act iv i t ies  
connected to  exams.  
 

MOODLE  
The learn ing management  system Moodle is  appl ied in  a l l  programmes at  AAUBS,  and a l l  
e lec t ron ic  teaching mater ia l  must  be up loaded to  Moodle.   
 
A course descr ip t ion must  be prepared  for  each module and for  each semester  a  semester  
descr ip t ion.  Befo re each  semester ,  the module coord inator  wi l l  rece ive a  mai l  f rom our  qual i ty  
un i t  wi th  templates and a deadl ine for  submi t t i ng the course descr ip t ion  for  approval  by  the 
Study Board .  The same appl ies  to  the programme coord inator  and  the semester  descr ip t ion.   
 
The deadl ine for  updat ing content  in  Moodle is  fo r  the Spr ing semester  January  15 and fo r  the 
Autumn semester  Augus t  15.  
 
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 .   
 
Lecturers  make teaching  mater ia l  ava i lab le  to  the s tudents  v ia  Moodle (e .g .  teaching s l ides) .  
Please l ink  to  the sy l labus/ teaching mater ia l  v ia  the Aalborg Univers i ty  L ibrary  (AUB) where 
poss ib le ,  ins tead of  up loading mater ia l  (e .g .  PDF documents) .  AUB has p roduced a lec ture rs ’  
gu ide to  correct ly  l ink ing  to  course l i tera ture.  You can f ind the gu ide  here.   
 
Remember to  c i te  sources c lear ly  and correct ly  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.    

https://www.intranet.business.aau.dk/vip
https://www.studerende.aau.dk/praktisk/it/generativ-ai-pa-aau
https://www.en.aub.aau.dk/meet-us/use-the-library-round-the-clock/online-access/how-to-link-to-material-with-online-access
https://www.intranet.business.aau.dk/vip
https://www.intranet.business.aau.dk/vip
https://www.ophavsret.aau.dk/
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You can read more abou t  Moodle and ins t ruc t ions for  us ing the p la t form here.   
 
You can access Moodle  for the Bachelor’s  and Master’s  Programmes at  AAU Business 
School  here.  
 

EVALUATIONS 
At the end of  each modu le,  eva luat ions are conducted us ing SurveyXact  which represent  an 
in tegra l  par t  o f  our  qual i ty  assurance.  These eva luat ions conta in  both quant i ta t ive and 
qual i ta t ive quest ions and are processed by both  to  the s tudy management ,  the programme 
coord inator  and the re levant  s tudy board.  In  add i t ion,  they are forwarded to  the module 
coord inator  who wi l l  d iscuss the evaluat ions wi th  the lec turers a t  eva luat ion meet ings or  
ind iv idual ly  wi th  the lec turer  in  quest ion .   
 
In  addi t ion,  each semester  is  conc luded by an ora l  eva luat ion conducted by the programme 
coord inator .   
 

MEETING WITH YOUR STAFF MANAGER 
With in  three months of  j o in ing AAU Bus iness School ,  your  s ta f f  manager  wi l l  inv i te  you to  an 
in t roductory  meet ing.  Th is  meet ing wi l l  in t roduce  you to  AAUBS and a l ign  expectat ions 
regard ing your  ro les  and  respons ib i l i t ies  as an employee at  AAUBS.  
 
I f  you need help o r  sparr ing as a new employee in  connect ion wi th  teaching or  research,  
p lease contact  your  research group or  your  s ta f f  manager.  
 
 

EXAMS 
The programmes inc lude  var ious forms of  exams,  e .g .  wr i t ten exams,  o ra l  exams and ora l  
exams based on a pro jec t  repor t .  
Exams may be e i ther  group exams or  ind iv idual  exams. In  a l l  cases,  an ind iv idual  assessment  
o f  each s tudent ’s  per formance is  made.  Th is  assessment  must  eva luate to  what  degree the 
s tudent ’s  per formance fu l f i ls  the module ’s  learn ing ob ject ives ( for  more in format ion on exams 
at  AAU see here)   
Grading is  based  on the Danish 7-po int  grad ing sca le.  
 
I t  is  important  that  you acquaint  yourse l f  thoroughly  wi th  the module ’s learn ing goals  and 
exam assessment  cr i ter ia  pr ior  to  the exam. Simi lar ly ,  you are expected to  be ab le to  in fo rm 
the externa l  examiner  o f  the learn ing goals  and assessment  cr i ter ia  befo re an exam, in  case of  
doubt .  
 
P lease be aware of  the d is t inc t ion between the ora l  exam and the o ra l  based on a pro jec t  
exam.  
 
Oral  
In  th is  exam format the s tudent 's  ora l  examinat ion per formance fo rms the bas is  for  the 
assessment .  The examinat ion form "Ora l "  is  used ,  for  example,  where the  s tudents  a t tend the 
exam and draw a  top ic  (poss ib ly  inc lud ing preparat ion t ime),  or  where the s tudents  submi t  a  

http://www.its.aau.dk/vejledninger/Moodle/
http://www.moodle.aau.dk/
https://www.studyservice.aau.dk/rules#examination-rules
https://ufm.dk/en/education/the-danish-education-system/grading-system/?set_language=en
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synops is  or  o ther  mater ia l  on which the  ora l  exam is  based,  but  which is  not inc luded in  the  
assessment  bas is .  
 
Oral  based on a project 
In  th is  exam format the s tudent  has prepared a pro jec t  that  fo rms the bas is  for  the ora l  
examinat ion and the pro jec t  is  inc luded as par t  o f  the overa l l  assessment  bas is .  
"Pro ject"  must  be unders tood in  the broadest  sense of  the word and inc ludes i .a .  c lass ic  
wr i t ten p ro jec ts ,  min i -p ro jec ts ,  ar t ic les .  
The tes t  form “Ora l  based on a pro jec t ”  is  used,  for  example,  i f  the  s tudent  has prepared  a 
wr i t ten p ro jec t ,  which must  subsequent ly  be defended at  an ora l  examinat ion,  and where both  
the wr i t ten pro jec t  and the ora l  defense a re inc luded in  the assessment,  so the f ina l  grade 
ref lec ts  a  jo ined evaluat ion of  the wr i t ten  pro jec t  and the ora l  exam. 
 
 
Access to  Examiner Notes  
AAU is  under ob l igat ion to  prov ide 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.  We therefore encourage you to  take  
thorough,  construct ive notes dur ing exams and g rading.  You can  read more about  th is  in  the 
Examinat ion po l ic ies  and procedures fo r  Aalborg Univers i ty .    
 

DIGITAL EXAMS 
The s tudents  submi t  a l l  exam ass ignments  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.  
 

 IMPORTANT! 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.  
 
 

PLAGARISM 
I f  you as an examiner  suspects  p lag iar ism e.g.  based on the percentage of  p lag iar ism in  
Dig i ta l  Exam, p lease  contact  the Study Admin is t ra t ion at  karknu@business.aau.dk as soon as 
poss ib le  and fo l low the gu ide l ines.  
 
Whi le  awai t ing response ,  p lease do not  en ter  any grade or  assessment in  Dig i ta l  Exam.   
 
P lease note that  a  h igh percentage rate  of  dupl i cated content  does not  necessar i ly  imply  
p lag iar ism. An ass ignment  wi th  extens ive bu t  cor rect  c i ta t ion or  wi th  appendices forming par t  
o f  the main document  can resul t  in  a  very  h igh percentage rate  wi thou t  imply ing p lag iar ism.  
I f  the percentage rate  is  90 or  100% i t  can re f lec t  that  the ass ignment  is  be ing checked 
against  a  prev ious vers ion of  ‘ i tse l f ’ .  
 
For  more in fo rmat ion see:  
h t tps : / /www.en.de.aau.dk/assessors /Frequent ly+Asked+Quest ions/#379939 
 

https://www.studyservice.aau.dk/rules#examination-rules
http://www.de.aau.dk/
mailto:karknu@business.aau.dk
https://www.en.de.aau.dk/assessors/Frequently+Asked+Questions/%23379939
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TEACHING HOUR SYSTEM 
AAUBS has a teaching hour  system that  he lps you keep t rack of  your  teaching hours . At  
AAUBS we have a Study  Hour Coord inator  who wi l l  ass is t  you in  get t ing an overv iew of  your  
teaching act iv i t ies  for  the semester  and an overv iew of  your  p lanned teaching act iv i t ies  for  the  
coming semester  when i t  is  needed.    
 
You can learn more about  how teaching  is  p lanned and how act iv i t ies  are t rans la ted in to  
teaching hours  in  the  norm cata logue (see p rev ious under “how to  p lan  your  teaching”) .  
 
You wi l l  rece ive an emai l  in  the beginn ing and  end of  each semester  te l l i ng you to  check and 
va l idate your  hours.  
 
 
A l l  new employees wi l l  rece ive a 50% reduct ion of  teaching ob l igat ion dur ing the i r  f i rs t  
semester  o f  employment ,  which wi l l  be s ta ted in  our  Teaching Hour System.  
 
I t  is  the in tent ion that  you do not  teach too much or  too l i t t l e  on a year ly  base.  However,  
s i tuat ions may occur  where you for  va r ious reason have too many or  too  few teaching hours .  
In  such s i tuat ions you make an agreement  wi th  your  s ta f f  manager about  how the surp lus or  
def ic i t  in  teaching hours  should be handled.  
 
 
I f  you have any quest ions regard ing the  system or  your  hours ,  p lease reach out  to  
ins ight@business.aau.dk  

  

mailto:insight@business.aau.dk
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PRACTICAL INFORMATION 
AAU MAIL 
Al l  lec turers /superv isors  are expected to  check the i r  AAU mai l  regular ly .  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.   
 

AAU PERSONAL PROFILE 
Al l  s ta f f  a t  AAU have an AAU personal  pro f i le  wi th  automat ic  presentat ion  of  the i r  personal  
data.  
 
The AAU personal  p rof i l e  is  a  serv ice present ing  data on s ta f f  a t  Aalborg  Univers i ty.  Please 
note that  you should have an updated teaching  por t fo l io  ava i lab le  a t  VBN (see more here)   
 
You can f ind your  personal  prof i le  here.  
 

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.  
 

ADDRESSES 
The admin is t ra t ion fo r  the Bachelor ’s  and Master ’s  Programmes at  AAU Bus iness School  are 
located at  F ib igers t ræde 2,  9220 Aalborg Ø.  Mos t  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 F ib igers t ræde 15 wi th in  walk ing d is tance (2 min. ) .  There are  
a lso two lunchrooms,  one in  FIB 2  (F ib igers t ræde 2,  room 66)  and one in  FIB 11 
(F ib igers t ræde 11,  room 117) wi th  cof fee/ tea .   
 
Niels Jernes Vej  8A,  Aa lborg Ø 
Meals:  There is  a  canteen wi th in  walk ing d is tance (5 min.)  in  the NOVI  Sc ience Park,  Nie ls  
Jernes Vej  10.  
 
Kroghstræde,  Aa lborg Ø 
Meals:  There is  a  canteen wi th in  walk ing d is tance (2 min.)  a t  Kroghst ræde 3.  
 
Aalborg Univers i ty  Library,  Aalborg Ø 
Meals:  There is  a  canteen wi th in  walk ing d is tance (10 min. ) .   
 
IT  Support ,  3  Kroghstræde,  Aalborg Ø 

http://www.its.aau.dk/vejledninger/mail/
https://www.en.team.vbn.aau.dk/research-communication/researcher-profiling/teaching-portfolio/
http://personprofil.aau.dk/
http://www.ekstranet.its.aau.dk/software/microsoft/office-365
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
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IT Suppor t  is  ready to  he lp  you so lve both hardware and sof tware prob lems.  Read more abou t  
ITS here.  
     

FACILITIES  
Al l  c lassrooms have a pro jec tor ,  whi teboards and  cameras for  s t reaming ins ta l led.  You a re 
expected to  br ing your  own computer.  
 

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

REMUNERATION 
Given that  teaching is  p lanned and repor ted befo re the s tar t  o f  the  semester  by  module 
coord inators ,  then  the sa lary  for  teaching  wi l l  begin at  the s tar t  o f  the  semester  and be 
d is t r ibuted 1/5 over  the next  f ive months.  Th is  means that  sa lary  payments  wi l l  s tar t :  

•  For  the autumn semeste r ,  a t  the end of  September and over  the next  f ive  months 
•  For  the spr ing  semester ,  a t  the end o f  February  and over  the next  f ive months 

 
Approx imate ly  one and a  ha l f  months in to  the  semester ,  teaching and superv is ion hours  wi l l  be 
va l idated.  Subsequent ly ,  these hours  wi l l  be repor ted for  payro l l .  Th is  means that  sa lary  
payments  wi l l  be added to  any teaching hours  o r  sa lary  for  superv is ion wi l l  s tar t  and be 
d is t r ibuted over  the next  three months:  

•  For  the autumn,  th is  wi l l  happen in  November and over  the next  three months 
•  For  the spr ing ,  th is  wi l l  happen in  Apr i l  and over  the next  three months 

 
Addi t ional ly ,  the re wi l l  be a f ina l  payro l l  run,  where a l l  ora l  and wr i t ten exams are inc luded:  

•  For  the autumn,  th is  wi l l  happen at  the end of  February  – so the  sa lary  wi l l  come in  
Apr i l  

•  For  the spr ing ,  th is  wi l l  happen at  the end  of  August  – so the sa lary  wi l l  come in  
September  

 
As a s ide note,  p lease be aware that  you wi l l  rece ive an emai l  a t  the end  of  each semester ,  
ask ing you to  va l idate your  hours .  You wi l l  rece ive th is  emai l :  

•  For  the autumn,  around the beginn ing of  February 
•  For  the spr ing ,  around the beginn ing of  August  

 
I f  you have genera l  quest ions about  sa lary  payments  and employment ,  you can contact the 
Study Management .   
 
I f  you have quest ions re la ted to  hours  and the i r  reg is t ra t ion,  you can contact :  
Ins ight@business.aau.dk 
 

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 Master ’s  

https://www.its.aau.dk/
mailto:Insight@business.aau.dk
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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 ty  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.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 
 
STUDY MANAGEMENT 
 
HEAD OF STUDIES   

Kris t ian Nie lsen  
Fib igers t ræde 11,  room 113 
E-mai l :  kn@business.aau.dk 
Phone:  9940 8334 
  

 
STUDY BOARDS 
 
STUDY BOARD OF ECONOMICS AND BUSINESS ADMINISTRATION  

Secretary     Chai rman 
Kr is t ina Vel l ing  Chr is tensen  Jonas Strømfe ld t  Eduardsen 
Fib igers t ræde 2,  room 106  F ib igers t ræde 11,  room 25 
Emai l :  kc@business.aau .dk  Emai l :  jse@business.aau.dk 
Phone:  9940 9885   Phone:  9940 8364 
 
 

STUDY BOARD OF ECONOMICS
Secretary     Chai rman 
Kr is t ina Vel l ing  Chr is tensen  Mogens Ove Madsen 
Fib igers t ræde 2,  room 106  F ib igers t ræde 11,  room 11 
Emai l :  kc@business.aau .dk  Emai l :                           
Phone:  9940 9885   mom@business.aau.dk 
    Phone:  9940 8177 
 
 
 

ADM. STUDY COORDINATOR 
Jesper Sor t  
F ib igers t ræde 2,  room 93 
E-mai l :  jso@business.aau.dk 
Phone:  9940 8594 
 
 
 

HEAD OF SECRETARIAT  
Simon Mou Skogberg  
F ib igers t ræde 2,  room 103 
E-mai l :  s imonms@business.aau.dk 
Phone:  9940 8042 
 
 
 
 

mailto:kn@business.aau.dk
mailto:kc@business.aau.dk
mailto:jse@business.aau.dk
mailto:kc@business.aau.dk
mailto:mom@business.aau.dk
mailto:jso@business.aau.dk
mailto:simonms@business.aau.dk
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HEAD OF STUDY ADMINISTRATION    
Kar ina Knudsen 
Fib igers t ræde 2,  room 113 
Emai l :  karknu@business .aau.dk 
Phone:  9940 2759 
 
 

 
STUDY SECRETARIES 
 
ECONOMICS AND BUSINESS ADMINISTRATION 

Anne K.  Jørgensen   
F ib igers t ræde 2,  room 98   
E-mai l :  a jo@business.aau.dk  
Phone:  9940 9625 
 
Anni  Dal  Nie lsen     
F ib igers t ræde 2,  room 117  
E-mai l :  adn@business.aau.dk    
Phone:  9940 3222   
 
Kathe Heuer Andersen   
F ib igers t ræde 2,  room 115  
E-mai l :  katheha@business.aau.dk  
Phone:  9940 3550   
 

 Bente Byr resen   
 F ib igers t ræde 2,  room 115 
 E-mai l :  benteb@business.aau.dk 
 Phone:  9940 8264 
  
 Kar ina Knudsen   
 F ib igers t ræde 2,  room 117 
 E-mai l :  karknu@business.aau.dk 
 Phone:  9940 2759 
 
 Diana Rabech  Rose Lykkegaard  
 F ib igers t ræde 2,  room 117 
 E-mai l :  d ianar r l@business.aau.dk 
 Phone:  9940 7279 
 
 Bi rg i t te  Krogner    
 F ib igers t ræde 2,  room 100  
 E-mai l :  bk@business.aau.dk 
 Phone:  9940 8051 
 
 Ju l ie  Søgaard    
 F ib igers t ræde 2,  room 100  
 E-mai l :  sogaard@business.aau.dk 
 Phone:  9940 8452 

mailto:karknu@business.aau.dk
mailto:ajo@business.aau.dk
mailto:adn@business.aau.dk
mailto:%20katheha@business.aau.dk
mailto:%20benteb@business.aau.dk
mailto:karknu@business.aau.dk
mailto:%20dianarrl@business.aau.dk
mailto:%20bk@business.aau.dk
mailto:%20sogaard@business.aau.dk
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ECONOMICS 
Tine Nørgaard  
F ib igers t ræde 2,  room 98 
E-mai l :  t inen@business.aau.dk 
Phone:  9940 9628 
 

 
 
QUALITY AND DATA MANAGEMENT 
 
HEAD OF QUALITY AND DATA MANAGEMENT   

Louise Bay Langberg Jensen 
Fib igers t ræde 2,  room 121 
E-mai l :  lb l j@business.aau.dk 
Phone:  9940 3007 

 
 
QUALITY AND DATA MANAGEMENT  

Chief  Consul tant  
Søren Vaaghol t  
F ib igers t ræde 2,  room 104 
E-mai l :  svn@business.aau.dk 
Phone:  9940 7994 
 
Qual i ty  Consul tant  
Tr ine Olesen  Øste rgaard  
F ib igers t ræde 2,  room 121 
E-mai l :  too@business.aau.dk 
Phone:  9940 2741 
 
Stra teg ic  Adv isor  
Anna Kat r ine Minna Jensen 
Fib igers t ræde 2,  room 121 
E-mai l :  akmj@business.aau.dk 
Phone:  9940 8368   

 
Secretary  
Kr is t ina Vel l ing  Chr is tensen 
Fib igers t ræde 2,  room 106 
E-mai l :  kc@business.aau.dk 
Phone:  9940 9885 
 
 

 
 
 
 

mailto:%20tinen@business.aau.dk
mailto:%20lblj@business.aau.dk
mailto:svn@business.aau.dk
mailto:too@business.aau.dk
mailto:akmj@business.aau.dk
mailto:kc@business.aau.dk
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