Master Syllabus Speicfication
SWTJC 2004-2005 College Year


Introduction
In order to foster consistency and quality in college programs, SWTJC has chosen to utilize a master syllabus approach to manage course development and delivery.  The decision to use a master syllabus approach is based on the following rationale:

1. The master syllabus contains only those components that are required to meet accreditation requirements.  Other components may be added to develop a class syllabus suitable for distribution to faculty and students.

2. The master syllabus focuses on those elements that are common to all offerings of the same course.  This fosters consistency in college-wide learning objectives and evaluation without restricting academic freedom for faculty who wish to expand upon the basic framework provided by the master syllabus.

3. The master syllabus incorporates in exact form and language the common course numbers, course titles, and course descriptions published by the Texas Higher Education Coordinating Board’s in the Academic Course Guide Manual (ACGM) and Workforce Education Course Guide Manual (WECM).

4. The master syllabus utilizes multiple levels of access to assure that appropriate content experts (i.e., division chairs, program coordinators and lead instructors within each discipline) maintain control of course learning outcomes and evaluation.

5. The master syllabus is linked to the institution’s core curriculum content and evaluation process.  Both state mandated and institutional core elements (i.e., intellectual competencies, exemplary educational objectives, and curriculum perspectives) are specifically addressed in master syllabus learning outcomes.

6. The master syllabus is managed in an electronic format using an Internet-based application making its resources widely available to faculty, students, and others interested in the college’s curriculum.

Components of a Master Syllabus
A master syllabus consists of the following components:
1. Course number – Directly from the ACGM or WECM.  Responsibility – Administration only.


2. Course title – Directly from the ACGM or WECM.  Responsibility – Administration only.


3. Master course description – Directly from the ACGM or WECM.  Includes semester credit hours; lecture, lab, and external hours per week; and approval number. Responsibility – Administration only.


4. Added course description (optional) – Addition to the master course description.  Responsibility – Division Chair, Program Coordinator, Lead Instructor, departmental faculty.


5. Pre-requisite – Course pre-requisite(s).  Responsibility – Division Chair, Program Coordinator, Lead Instructor, departmental faculty.


6. Co-requisite – Course co-requisite(s).  Responsibility – Division Chair, Program Coordinator, Lead Instructor, departmental faculty.


7. Lab fee – Course lab fee.  Responsibility – Division Chair, Program Coordinator, Lead Instructor, departmental faculty.


8. Textbook – Course textbook(s) and required readings.  Responsibility – Division Chair, Program Coordinator, Lead Instructor, departmental faculty.


9. Master course learning objectives – Learning objectives that identify the essential content of the course.  A well stated learning objective has two components:  form (the action a student must perform as evidence of learning) and substance (the object of the action).  Responsibility – Division Chair, Program Coordinator, Lead Instructor, departmental faculty.


10. Master evaluation – Assessment and grading schema that appropriately evaluates mastery of course learning objectives.  List the components that will make up the grade along with their weight in an averaging calculation or in points if a point-total system is used.  The method used to determine the final grade must be clearly stated.  Responsibility – Division Chair, Program Coordinator, Lead Instructor, departmental faculty.

Components of a Class Syllabus

 All components of the master syllabus above become a part of the class syllabus.  Additional components of the class syllabus include the following:

1. Faculty information – Faculty name, office location, and contact information.  Responsibility – Full-time and part-time faculty.


2. Course focus (optional) – Communicates to the student faculty’s personal assumptions, point-of-view, and/or method of delivery.  Included, for instance, principles and/or beliefs about either the content or how to effectively learn it.  Sets course off from similar courses or other faculty.  Responsibility – Full-time and part-time faculty.

3. Added references (optional) – Readings and reference materials required in addition to the master textbook(s).  Responsibility – Full-time faculty.

4. Technical requirements (optional) – This component is especially important in online, enhanced, and/or technology intensive classes.  Covers access to a calculator, computer, software, the Internet, and/or other forms of technology considered important to class success.  Responsibility – Full-time and part-time faculty.

5. Added course learning objectives (optional) – Learning objectives to be covered in addition to the master course learning objectives.  Responsibility – Full-time faculty.

6. Student contributions (optional) - Specific ways that the student can contribute to his/her success in the course.  Examples of student contributions include time spent preparing for a class and a list of recommended study activities outside of class.  Responsibility – Full-time and part-time faculty.

7. Class policies – Policies that will be followed in areas such as academic integrity (cheating, plagiarism, or other dishonest acts), participation, respect for others, attendance, late assignment(s), missed examination(s), safety, collaborative work, etc.  Responsibility – Full-time and part-time faculty.

8. Class schedule – Listing of class meeting times.  Responsibility – Full-time and part-time faculty.

9. Office hours – Listing of faculty office hours.  Responsibility – Full-time and part-time faculty.

10. Americans with Disabilities Act statement – Required ADA statement as approved by college.  Responsibility - Administrative.

11. Revision data – Date the syllabus was revised.  Responsibility: None

Syllabus Access Chart

The attached “Syllabus Responsibility Chart” summarizes the components of both master and class syllabi and the responsibility for each component.

Management of Master and Class Syllabi
An Internet-based software application provides a means for managing resources for both master and class syllabi.  A database is used to store master and class syllabi.  The application includes creation, maintenance, and printing functions.  The printing function produces a class syllabus suitable for distribution to faculty and students.

After a master syllabus is in place for a course, faculty can use the software application to build class syllabi.  A class syllabus field labeled “Section” may be used to identify a syllabus for a particular class.

Operational Features of the Master Syllabus Application
Features available with the master syllabus application depend on access level of the user.  The feature outline below is organized by access level to better explain the capabilities of the application.

Access Level 0 – Guest Level

The purpose of level 0 access is to provide public access to college syllabi.  Users at access level 0 can view and print any master or class syllabus.  Syllabi are grouped by rubric and then listed by course number, section, college division, and faculty name.  The level 0 user can choose to list all courses or only courses for a specific rubric.  No other features are available to guests.

Access Level 1 – Part-Time Faculty Level

The purpose of level 1 access is to allow part-time faculty to create basic syllabi based on master syllabi approved by college faculty and administration.  Certain class syllabus components, however, are restricted at this level and cannot be added to or modified.  See the “Syllabus Responsibility Chart” for more information.  These restrictions can be relaxed with the approval of the part-time faculty’s designated mentor.  Users at access level 1 can view and print any master or class syllabus.  Syllabi are grouped by rubric and then listed by course number, section, college division, and faculty name.  The level 1 user can choose to list all courses or only courses for a specific rubric.  In addition, the level 1 user can add, modify, and delete class syllabi within his/her assigned division.  
Access Level 2 – Full-Time Faculty Level

The purpose of level 2 access is to allow full-time faculty to create basic syllabi based on master syllabi approved by college faculty and administration.  Users at access level 2 can view and print any master or class syllabus.  Syllabi are grouped by rubric and then listed by course number, section, college division, and faculty name.  The level 2 user can choose to list all courses or only courses for a specific rubric.  In addition, the level 2 user can add, modify, and delete class syllabi within his/her assigned division.
Access Level 3 – Division Chair, Program Coordinator, and Lead Instructor Level

The purpose of level 3 access is to allow the division chair, program coordinator, or lead instructor (designated content experts) to manage master syllabi.  Users at access level 3 can view and print any master or class syllabus.  Syllabi are grouped by rubric and then listed by course number, section, college division, and faculty name.  The level 3 user can choose to list all courses or only courses for a specific rubric.  In addition, the level 3 user can add, modify, and delete class syllabi and modify master syllabi; all within his/her assigned division. 
Access Level 4 – Administrative Level

The purpose of level 4 access is to allow the administrative oversight and management of the syllabus process.  Users at access level 4 can view and print any master or class syllabus.  Syllabi are grouped by rubric and then listed by course number, section, college division, and faculty name.  The level 4 user can choose to list all courses or only courses for a specific rubric.  In addition, the level 4 user can add, modify, and delete master syllabi, regardless of division. 

In addition, 

Access Levels 1 to 4 can modify faculty information.
Timeline for the Master Syllabus Project
The Master Syllabus Project will encompass most of the 2004-2005 college year.  At its conclusion, the college’s course curriculum will be ready for full implementation in the fall semester of 2005.  Please refer to the chart titled “Master Syllabus Project” for a proposed timeline.  As the timeline on the Master Syllabus Project chart indicates, there are five waypoints on the way to project completion.   These are summarized below.

Waypoint 1 – Project startup was October 1, 2004.  Dick Whipple is directing the project and developing the software application.  Blanca Ruiz is providing technical assistance and handling data entry for the project.
Waypoint 2 – Blanca Ruiz is assigned the task of updating the ACGM and WECM course numbers, titles, and descriptions for all catalog courses to the master syllabi.  She will be complete this aspect of the project by October 27, 2004.

Waypoint 3 – The next step is to add the added master descriptions (as required), then designate pre-requisites, co-requisites, lab fees, and textbooks.  This step will be done by division chairs working with program coordinators and lead instructors.  Completion is scheduled for December 5, 2004.
Waypoint 4 – The next step will be to add master course learning objectives to each syllabus.  It is suggested that they be developed using a word processor, then copy and pasted into the syllabus.  In some cases, a syllabus may already exist in electronic format and may need only editing before copying to the master syllabus. This step will be done by division chairs working with program coordinators and lead instructors.  Completion is scheduled for March 4, 2005.

Waypoint 5 – The final step will be to add the master course evaluations.  This step will be done by division chairs working with program coordinators and lead instructors.  Completion is scheduled for May 6, 2005.

As master syllabi are completed, they should be made available to full and part-time faculty for review and suggestions.  It is expected that by the beginning of summer term in 2005, all faculty can begin creating class syllabi for use in the 2004-2005 college year.
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