	Course Title* – Course Number*
Department Name
COURSE SYLLABUS

	Instructor:
	Instructor Name*
	Term:
	e.g., Fall 2014*

	Office:
	Office Number*
	Class Meeting Days:
	Days

	Phone:
	Phone for Office (if applicable) or preferred number*
	Class Meeting Hours:
	e.g., 8:00 – 8:50 am

	E-Mail:
	Instructor Email*
	Class Location:
	Building and room

	Website:
	Instructor’s personal website (if applicable)
	Lab Location:
	Building and room (if applicable)

	Office Hours:
	Date(s) and time(s)*
	Office Hours Location:
	Room number*


1.    Course Description (as it appears in the Catalog)*
Paste the description from the online catalog

2.    Course Overview 

Short description of the course.  In addition, you can include the departmental description, and your personal description of the course.

3.    Overall Learning Goals (from Course Outline)*
Copy/Paste directly from the Course Outline.
4.    Prerequisites (from Course Outline)*
Any courses required prior to taking this course.
5.    Course Credits (from Course Outline)*
Total Credits, Lecture Credits, Laboratory Credits, Clinical Laboratory Credits.

6.    Course Requirements*

Minimum passing grade, minimum number or types of assignments, maximum missed classes, etc.

7.    Resources Utilized (from Course Outline)
A. Required textbook(s)/workbook(s)*
B. Supplemental text and materials (if applicable)*
C. Other resource(s) utilized (if applicable)

8.    Formative Assessment Tools (See Course Outline for recommendations)
Below are some examples of formative assessment tools.  Select all that apply to your course and specify how you will use these tools.
	Quizzes
	Presentation
	Pre-Test/paper
	Clinical Progress Report

	Examination
	Oral Participation
	Project
	Online Discussion Forum

	Journal/Blog
	Written Assignment
	Portfolio
	Student Peer Review

	Laboratory Skills Demonstration
	Coop/Experience/Internship/Practicum Progress Report


9.    Summative Assessment Tools (See Course Outline for recommendations)
Below are some examples of formative assessment tools.  Select all that apply to your course and specify how you will use these tools.

	Mid-Term Examination
	Final Skills Demonstration
	Portfolio

Clinical Progress Report

	Final Written Examination
	Course/Capstone Project
	Term Paper

Online Discussion Forum

	Final Oral Examination
	License/Certification Exam Results
	Common Writing Assignment

Student Peer Review

	Final Clinical Laboratory Examination
	Final Experience/Internship/Practicum Evaluation
	Post-Test/paper


10.    Grading System*
Provide a listing of assessments and their weighting in the grade’s total. Percentages of final grade are provided as examples only. Refer to Course Outline for recommendations.
	Assessment
	Percent of Final Grade

	e.g. ,Formative Assessment (all formative assessment tools used in the course that amount for the percentage on the right)
	20%

	e.g., Midterm (if applicable)
	15%

	e.g., Group Project
	15%

	e.g., Laboratory Work
	30%

	e.g., Final Exam
	20%

	Total
	100%


Insert the grading scale here. We have provided templates for your grading scale, including acceptable grades used in specifically approved courses based on individual academic department policy:
	Grading Scale (%)

	90-100
	
	A

	80 - 89
	
	B

	70 - 79
	
	C

	60 - 69
	
	D

	0 - 59
	
	F

	Incomplete
	
	I

	Withdrawn
	
	W

	Pass**
	
	P

	Reschedule**
	
	R


**Grades of "P" or "R"; "P" or "F" are assigned in specific approved courses based on individual academic department policy.
11.    Grade Dissemination (optional)
Explain how students will learn of their grades from assignments and assessments.

Example:

You can access your scores and grades at any time through Blackboard (unofficial). Only the final grade is posted in the student portal. 
12.    Course Policies (Include all that apply to your course):
Late Work Policy:  Offer specifics about your policy on late work.
Extra Credit Policy:  Offer specifics about your policy on extra credit.

Grades of "Incomplete":  Offer specifics about your policy on incomplete grades. See Board Policy 5202.
Rewrite Policy:  Offer specifics about your policy on rewrites.
Essay Commentary Policy:  Offer specifics about your policy on essays.
Group Work Policy:  Offer specifics about your policy on group work.

10. Technology Policies (examples)
Email:  how it will be used, who will communicate with whom, who answers technology questions, expected response time, will you check it on weekends, etc.
External Websites (e.g. , Blackboard Learn, SafeAssign, MyMathLab):  If your course includes external websites, describe  how you will use it in the course, how often students should expect to login, how team activities will be organized, due dates, policies on late participation, and how will it be evaluated.
Personal Device Usage:  Describe your policies for using cell phones, smart devices, laptops, etc. throughout your course.  Whether you dislike the use of laptops during your lecture, or whether you encourage using a laptop during discussion state it here.
Classroom Devices:  Describe your policies for using calculators, tape recorders, other audio & technology devices for your course.
Course Blog (if applicable):  If your course includes a blog, provide specifics about its location and usage. 

Course Wiki (if applicable):  If your course includes a student-created wiki, provide specifics about its location and usage. 

11. Student Expectations (examples)
Disability Access:  Offer specifics about the college policy on disability access if available.
Attendance Policy*:  Offer specifics about your expectations for attendance.  How many absences are acceptable/expected?  Will students get points for attendance?  You may also describe expectation of courtesy here.
Automatic Withdrawal Policy*: State departmental or your policy for how and when students will be withdrawn from the course.
Professionalism Policy:  Offer specifics about your policy on professionalism or tardiness.
Academic Conduct Policy (including plagiarism) *:  Offer specifics about your policy on cheating or plagiarism.  You may wish to refer to student handbook, which governs all student behavior even when specifics are not mentioned in a syllabus. An alternative is to call specific attention to plagiarism, perhaps even defining it for your students. See Board Policy 5208 for specifics.
Academic Success Center (ASC):  Offer information about the ACS resources available to students, including tutoring resources, writing labs, etc.
Educational Technology Resource Center (ETRC): Offer information about the ETRC resources available to students, including free computer lab and Blackboard Learn assistance.
Center for Access and Accommodative Services (CAAS):  Offer specifics about the center.
Counseling: Offer information about the services available through the Counseling Department, including help with personal issues, career pathways and learning skills. 

12. Important Dates to Remember

Add a short statement that describes that all the dates and assignments are tentative, and can be changed at the discretion of the professor.

Example:

Add/Drop Period:

Drop deadline with 100% refund

Drop deadline with 50% refund

Mid-term

Etc.

13. Weekly Schedule of Course Content (listed, table, etc.)*
PAGE  

