Master Syllabus Policy – Adopted by Curriculum Committee November 16, 2004 
In order to provide consistency and quality in course offerings and programs, a master syllabus will be developed for all courses listed in the college catalog.  A paper copy of the master syllabus for each course will be kept on file in the office of the Dean of Instructional Services.  In addition, a digital copy will be available on the College’s website for download.  The master syllabi must be used as a basis for all syllabi distributed to students.   In creating personalized syllabi, full-time faculty members have the prerogative to make additions and enhancements to master syllabi based on their knowledge and experience.  A part-time faculty member must use the master syllabus for a course unless additions and enhancements are approved by a full-time faculty member within the relevant department.  Approval is indicated by initializing the syllabus above the review date.  Only one master syllabus (per course) should be forwarded to the Dean of Instructional Services per academic year.  If the master syllabus is changed during the academic year, an updated master syllabus should be submitted.  A review date must appear on the syllabus and reflect the most recent submission date.

In order to facilitate a more thorough understanding of course procedures, policies, and expectations by the student, a current course syllabus must be distributed to students within the first two class meetings, or made available on the web for online courses.   Copies of all distributed course syllabi must be kept on file in the office of the relevant division chair and be made available to students upon request.

Components of a standard syllabus are listed below.  Those marked with an asterisk are required.  Appendix A contains example syllabi.

*
Institution name and address

*
Instructor name, office location, phone number, email (optional)

*
Course rubric and number, complete catalog description exactly as listed in the current college catalog.


Course focus – Use this section to communicate to the student your personal assumptions, point-of-view, and/or method of delivery.  Include, for instance, principles and/or beliefs about either the content or how to effectively learn it.  In this way you can set your course off from similar courses or other instructors.

*
Text and references – List required textbook(s) using MLA standard citation; i.e., Author’s name. Title (underlined). Where published: Publisher, Copyright date. Also include lab manuals, parallel reading, reserve books (in the library), other media, etc.


Technology Requirements - While not required, 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. 


*
Learning objectives – List learning objectives that identify the essential content of the course.



Student Contributions – Specific ways that the student is expected to 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.


*
Course evaluation (grading policy) – 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.



Classroom policies – State the policy that will be followed in areas such as academic integrity incidents (cheating, plagiarism, or other dishonest acts), attendance, late assignment(s), missed examination(s), safety, collaborative work, etc.


*
American with Disabilities Act Statement – State the policy for compliance with the American with Disabilities Act.  See syllabus example for an example.


*
Class and office hour schedule – List class meeting times and your weekly office hours.


*
Review date – List the date the syllabus was last reviewed.  The review date should be updated, even if no change is made.
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