Suggested Elements for a Course Syllabus

“A detailed syllabus is a valuable learning tool for students and lessens their initial anxieties about the course.”  Barbara Gross Davis, Tools for Teaching, Jossey-Bass, 1993, p.15.

Basic Course Information

College Name

Course Number, Section, Title, Location, Semester/Date

Instructor’s name, office hours, phone extension, E-mail address, webpage URL

Prerequisite information—course name and specific exiting skills, as appropriate

Required textbooks, title, author, edition, as well as any recommended materials

Provide an overview of the course’s purpose

State general learning goals or objectives, class format, and instructional methods

Approved course SLOs

Tentative Schedule

Include a Tentative Schedule for the date and time of each class meeting

List the topics, themes, or concepts to be covered each class session or week

Pre-class reading assignments

Non-graded assignments

Grading System

Explain how students will be evaluated and graded (Board Rule Chapter VI, Article VII, 6705.20)

Number and types of graded exams, quizzes, projects, and papers

Grading system—how are assignments weighted?

Briefly explain the content and format of each type of assignment

Discuss other factors affecting a student’s grade—participation, etc.

Provide a grading scale—if appropriate

Policies

State your policy regarding absences, tardiness, late work and make-up exams---include important dates (such as drop dates) and statement that after census week it is the student’s responsibility to drop.

Refer students to current college schedule for “Standards of Student Conduct”.

Include a statement on plagiarism, classroom disruption, cell-phone noise, or other issues.

Provide an accommodations statements for students registered through SSD.

Advice

Describe special class procedures—collaborative learning, group assignments, projects, etc.

Give advice or information on how to study for the class  

Items that you may NOT state in the syllabus which are against district policy:

You may not fail a student in the class because of cheating.  They can be failed on the assignment, however.

Attendance may not be part of the grade.  However, participation may be graded as well as assignments which require attendance.

