Check List for Completing the Master Syllabus

Course Number
Example:  ACCT2401

__ Check that the four rubric letters are capitalized.

__ Be sure there is no space between rubric and number.
Course Title

Example: Principles of Accounting I
__ Check ACGM or WECM to verify title.


ACGM http://www.thecb.state.tx.us/ctc/ip/acgm2k/ACGM-LD.htm

WECM http://www.thecb.state.tx.us/ctc/ip/wecm2000/index.htm
__ Check for addition of Roman numeral I or II as appropriate.
Course Description

Example: 

ACCT 2401 - Principles of Accounting I -  4 sem. hrs. (3-3-0)   5203015104  

Accounting concepts and their application in transaction analysis and financial statement preparation; analysis of financial statements; and asset and equity accounting in proprietorships, partnerships, and corporations.  Introduction to cost behavior, budgeting, responsibility accounting, cost control, and product costing.

__ Course number should have space between rubric and number.

__ Check that title agrees exactly with “Course Title” above.
__ Check credit hours (sem. hrs.) and weekly commitment (lecture-laboratory-external).

__ For academic (ACGM) courses, check approval number against ACGM.

__ Check that wording exactly matches ACGM or WECM as appropriate.
__ Do not include weekly commitment in words such as “Three lecture hours per week”.

__ Do not include anything else here!  

Added Description
Example:
Emphasis on financial accounting.  Accounting procedures and practices; the theory of accounts; the accounting cycle;  preparation of classified financial statements; internal control; notes and interest; inventory systems; depreciation; payroll; accounting systems and concepts.
__ Should extend or amplify ACGM or WECM “Course Description” above.

__ Leave blank if “Course Description” sufficient.

Prerequisite
Example: THEA Math (MATH 0302 Level I)
__ If there is no prerequisite, enter the word “None”.

__ Use course numbers only; no titles.

__ Do not end with a period.

__ Without a THEA level designated, it is assumed to mean “passed the highest level of THEA exam” in the discipline and/or “completed the TSI requirements” in the discipline.  For example, “THEA Reading” means “passed the THEA reading exam” or “completed TSI requirements” in reading.

__ Note that meeting the Texas Success Initiative (TSI) requirements is not necessarily the same as “passing the THEA exams”.  A student can complete TSI requirements without passing all THEA exams.  As you enter a prerequisite that involves THEA or TSI, take this into account as you choose the wording.

Co-requisite
Example: THEA Reading (READ 0302 Level)
__ If there is no co-requisite, leave blank..

__ Use course numbers only; no titles.

__ Do not end with a period.
__ Without a THEA level designated, it is assumed to mean “passed the highest level of THEA exam” in the discipline and/or “completed the TSI requirements” in the discipline.  For example, “THEA Reading” means “passed the THEA reading exam” or “completed TSI requirements” in reading.

__ Note that meeting the Texas Success Initiative (TSI) requirements is not necessarily the same as “passing the THEA exams”.  A student can complete TSI requirements without passing all THEA exams.  As you enter a co-requisite that involves THEA or TSI, take this into account as you choose the wording.

Course Fees
Example: Lab Fee: $24

__  Check that both the descriptor (“Lab Fee:”, “Uniform Fee:”, “Co-op Fee:”, etc.) and amount (with $ sign) are present.
__ If no fees are required, leave blank.

__ Lab fees are not the same for all courses.  1 or 2 sch lab fee is $16.25.  3 or more sch lab fees are $24.

Textbook/Readings
Example: 

Bambei, Linda,  et al.  <i>Accounting I</i>. 6th ed. Upper Saddle River, NJ: Prentice Hall, 2005.

Note:  To italicize a word or phrase within a master syllabus item, surround it with <i> …. </i>.  See example above.  To underline, do the same except use a “u” instead of an “i”.

__ Check to see that textbook information follows MLA citation format; i.e.,

Author(s).   Title or Title.  Edition.   Place of Publication: Publisher, Date of Publication.  (ISBN No. optional.)

__ Title of textbook should be underlined or in italics.  
__ For non-books, consult the MLA Guide in the college library.

__ If no textbook is required, enter “No textbook required.”

Note:  Since reading is an expected outcome of most college courses, a “No textbook required.” designation may require justification to the Dean of Instructional Services.  Remember that a number of reading options are available outside of an expensive textbook.  You can have the college library purchase a book and put it on reserve so that students can be assigned readings.  Students have access to the Internet in college libraries and can be assigned Internet-based research and readings.  And finally, assignments can be made to read publications such as newspapers, magazines, and professional journals found in our libraries.  If these options are utilized, include them in the “Textbook/Readings” section of the master syllabus.  Example: For Kinesiology the readings might include selections from health and fitness periodicals.
Master Outcomes
Example:

1. Describe the basic nature of the accounting profession and its role in the global business economy.
2. Utilize technology to research; create i) graphs, ii) charts, and iii) tables for financial reporting; and perform routine accounting tasks. 
3. Communicate clearly and concisely using terminology consistent with the professional accounting community.
4. Analyze specific business situations, then identify and apply the relevant accounting principles.
5. Record specific business transactions in accordance with generally accepted accounting principles.

__ Number outcomes sequentially beginning with one.

__ Do not use subheadings or bullets.  See outcome 2 above for example of how to use a numbered list.

__ Outcomes should be entered without using an “Enter” or carriage returns except at the very end of the outcome statement.  Outcome statements will “word-wrap” automatically if a line end is encountered.
__ Use present tense, active verbs to construct learning outcomes.  When finished, ask yourself if it is written in such a way that it is measurable.  Could you design a question or assessment that would reveal whether the outcome has been met? 
__ Check that all members of the discipline (on campus of off) have reviewed and agreed on the outcomes for the course?

__ For WECM courses, do the outcomes match the required WECM outcomes?  Detailed student objectives (IPSI/Vogler content goals) should be part of a Class Syllabus, not Master Syllabus.
Note:  By design, WECM courses must address the learning outcomes listed in the WECM.  However, faculty may add additional outcomes should they believe it necessary.  Remember that learning outcomes are general in their scope and should not be confused with detailed course goals or student objectives used in Vogler performance syllabi.  These should be included in the section “Student Objectives” found in a Class Syllabus.
Evaluation
Example:

Laboratory assignments =
100 points (12 labs @ 10 pts each; lowest 2 will be dropped) 

Class Project

   =
100 points

Exams (2)

   =
200 points

Total Points

   =
400 points
Final Grade

A = 360 to 400 points

B = 320 to 359 points

C = 280 to 319 points

D = 240 to 279 points

F = 239 points or less

__ Does the evaluation show the types of evaluations that will contribute to the final grade?

__ Does the evaluation show the weight of each type of evaluation?

__ Is the computation of the final grade clear and unambiguous?

Final Check
__ Print out a master syllabus and keep a paper copy in case a computer malfunction should occur.

Note:  If while printing a master syllabus, you encounter an error, try following the instructions on the screen.  If you are still mystified, call Johnny Guzman (7264), Jill Coe (7334), or Dick Whipple (7326).
APPENDIX 1 – ACTIVE VERB LIST
	assemble
	describe
	inspect
	purchase
	torque

	assess
	disassemble
	load
	recondition
	type

	assist
	discharge
	locate
	record
	use

	associate
	disconnect
	loosen
	reiterate
	utilize

	backflush
	display
	lubricate
	remove
	validate

	balance
	distinguish
	machine
	repack
	verify

	bleed
	drape
	make
	repair
	weld

	breakdown
	draw
	manage
	repeat
	winterize

	build
	duplicate
	manipulate
	restate
	write

	calculate
	enumerate
	mark up
	rotate
	zoom

	categorize
	estimate
	measure
	select
	

	center
	evacuate
	modify
	separate
	

	change
	examine
	mount
	sequence 
	

	charge
	exhibit
	move
	serve
	

	check
	explain
	name
	service
	

	choose
	file
	open
	set
	

	cite
	fill
	operate
	show
	

	compare
	flush
	order
	signal
	

	complete
	form
	organize
	sketch
	

	compute
	formulate
	outline
	slide
	

	connect
	frame
	perform
	solve
	

	construct
	grasp
	place
	speak
	

	contrast
	grind
	plan
	specify
	

	convert
	group
	predict
	state
	

	copy
	heat
	prepare
	stencil
	

	count
	hold
	prescribe
	subdivide
	

	create
	hone
	press
	synthesize
	

	critique
	identify
	prime
	tabulate 
	

	cut
	illustrate
	produce
	tap
	

	define
	indicate
	proof
	test
	

	demonstrate
	insert
	pull
	tighten
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