XVII. SYLLABUS REQUIREMENTS

Each of the items enumerated below must be included in your syllabus. As outlined

elsewhere in this manual, it is a professional obligation of each faculty member to submit

syllabi to the Faculty Secretary on or before the first day of each block, including summer school (or to the appropriate personnel in Professional Studies two weeks prior to the start of class). This may be done either by hard copy or e-mail. This is essential in order to meet the needs of alumni, transferring students, other institutions, and accrediting agencies. Syllabi are required for special offerings and independent study courses.


1. Block number (1-8; A-C in summer) or name and number of group (Professional

 
Studies) and dates of the course including year.


2. Instructor’s name and contact information such as office location and office hours, telephone numbers, e-mail address or mailing address (Professional Studies).


3. Course number, title and verbatim catalog description. If not already included in your course description, it is recommended that a brief philosophy statement be added.


4. Course prerequisites. Students not meeting stated prerequisites are allowed to enroll in the course only with the signed permission of the instructor.


5. Listing of course goals and objectives -- this may take the form of a statement such as “at the conclusion of this course, students will be able to”. [Note that for all Bachelor of Science and master’s courses, the standardized goals and objectives must be stated].


6. Description of texts, if any, or other assigned readings, including supplemental texts/materials).


7. Description of field experiences, course activities, study group assignments and any other major assignments, including dates and grading criteria.  Study Group assignments in Professional Studies must be assigned prior to each week's class meeting and must be detailed on the syllabus. These assignments should be used in determining the course grades and the method used to determine study group participation/grading should also be included.


8. Listing of competencies and Commons outcomes built into the course. This should include description of how at least one of the Foundation competencies is integrated into the course. At the Master’s level, all advanced competencies should be addressed in each course.


9. Attendance policy. The college as a whole has a policy which expects student attendance at every class session. Information about the specific policies applicable to a particular course must be stated in the syllabus. The college policy for Residential and Professional Studies attendance is described in the respective sections of the catalog.


10. Grading policy (including the standard grading scale for Professional Studies courses). This must be specific enough to allow students and outside evaluators to be able to reconstruct how grades were determined. Both the apportionment of the grade among the various course components, and the grading scale to be used should be included.


11. Listing of test dates.

12. Outline of course schedule. 


13. Plagiarism Policy: Make reference to the appropriate page in the current college catalog.

