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Purpose

Catalogue Description: 

Instructor Description: Give an overview of the course's purpose. Provide an introduction to the subject matter and show how the course fits in the college or department curriculum. Explain what the course is about and why students would want to learn the material. Identify the instructional approach to the content of the course.
Course Objectives: List three to five objectives that you expect all students to strive for: What will students know, or be able to do better, after completing this course? What skills or competencies do you want to develop in your students? 

For example, at the end of the semester, students should be able to:

1.  Articulate clearly ...

2.  Apply appropriate ...

3.  Develop  ...

4.  Etc.

Requirements

Required Texts:

Book title in appropriate citation style (e.g., APA, ALA)

(If you will place readings on reserve in the library you might include the call number.)

Highly Recommended Texts:

Book title in appropriate citation style (e.g., APA, ALA)

Additional, Materials, Equipment or Skills:  (e.g., lab or safety equipment, art supplies, calculators, computers, drafting materials, MS Word, Excel)
Assignments:

State the nature and format of the assignments, the expected length of essays, and their deadlines.  Give the examination dates and briefly indicate the nature of the tests (multiple choice, essay, short-answer, take-home tests).  How do the assignments relate to the learning objectives for the course? What are your expectations for written work?  In setting up the syllabus, try to keep the workload balanced throughout the term. 

Grades:
Describe the grading procedures, including the components of the final grade and the weights assigned to each component (for example, homework, term papers, midterms, and final exams). Clearly describe your expectations for all assignments. Include rubrics for major assignments as an addendum to the syllabus. State if you grade on a curve or use an absolute scale, or if any quiz grades will be dropped. If participation is included as a portion of students grade, state specifically how that will be assessed and how students will be informed of their participation grade. Similarly, if attendance is required, state how it will be tracked.
State how student’s graded work will be returned to them.

Course Policies: Clearly state your policies regarding class attendance, turning in late work, missing homework, tests or exams, make-ups, requesting extensions, reporting illnesses, cheating and plagiarism, changes to the syllabus. Create your own or modify, adapt, or use the messages below:
Examples are:

1. Enumerate policies about attendance, late work, missed deadlines and tests, make-up opportunities, delayed grades, etc.. 

· “Late papers will not be accepted. Delayed grades will not be assigned. Please speak with me to resolve problems you encounter.”

·  “Lab reports are due on Friday, date, at 5:00 p.m. in the department office. Five points will be deducted for each day that the report is overdue”.

· “Class attendance and participation is essential for success. It is your responsibility to clarify missed assignments with classmates or with me prior to the next class.”

· “Requests for exceptions to these policies must be discussed with me in advance”. 

2. Enumerate expectations for submitting required work:

· “Submitted work will be typed, double-spaced and submitted on disk, electronically, etc.”

· “Written work must adhere to the style of the discipline: MLA, APA, Chicago Style, etc.”

· “Written work will be evaluated for composition and grammar.”

· “When students’ work conveys that they require additional help in ________, students will be referred   to the Writing Lab, Math Lab, Supplemental Instruction, etc.”

3.   Academic Honesty:

· “Plagiarism is the use of another person’s words or ideas without crediting that person. Plagiarism and cheating will not be tolerated and may lead to failure on an assignment, in the class, and dismissal from the University.” (Refer to School/College guidelines.)

· “You are responsible for being attentive to or observant of campus policies about academic honesty as stated in the University’s Student Conduct Code.” (http://thunder1.cudenver.edu/studentlife/studentlife/discipline.html)  
5.  Access, Disability, Communication:

· “The University of Colorado Denver is committed to providing reasonable accommodation and access to programs and services to persons with disabilities. Students with disabilities who want academic accommodations must register with Disability Resources and Services (DRS), North Classroom 2514, phone: 303 556-3450, TTY: 303 556-4766. I will be happy to provide approved accommodations, once you provide me with a copy of DRS’s letter.”  


 [DRS requires students to provide current and adequate documentation of their disabilities.  Once 
a student has registered with DRS, DRS will review the documentation and assess the student’s 
request for academic accommodations in light of the documentation. DRS will then provide the 
student with a letter indicating which academic accommodations have been approved.]  
Course Schedule: The schedule should include the sequence of course topics, the preparations or readings, and the assignments due. For the readings, give page numbers in addition to chapter numbers this will help students budget their time. Exam dates should be firmly fixed, while dates for topics and activities may be listed as tentative. Notify students in writing if the syllabus is revised.
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Recommended additional policies and procedures might include the following topics. Statements are examples designed to assist you and your students.

Student success. Provide suggestions or strategies students might use to be successful in the course:

· “I believe that people learn by interacting with the skills and knowledge they are trying to learn. This means "trying on" the skills and knowledge and seeing how well they fit, making adjustments, and trying again until they understand and can share the skills and knowledge. Some people call this mastery learning or constructivist learning or other labels. For me, the main point is that learning is a participatory process, not a passive one.” 

· “Doing the reading assigned for each class before coming to class is necessary to benefit from what we do in class. The Tentative Course Schedule indicates the dates by which reading assignments must be completed before class.”
· “You are not being asked to accept ideas uncritically. On the contrary, it is essential that you challenge ideas with which you disagree or about which you are skeptical. You also should be able to support ideas with which you agree using appropriate evidence (i.e., not just "I agree"; why do you agree?). Thus, critical thinking about the reading (as well as movies you will see as part of the course, what goes on in class, and assignments) is important. Ask yourself such questions as: Do I "buy" the idea? Does the concept or procedure make sense? Why? What is the evidence for or against an idea? What limitations does the idea have? What are my views on an issue and what leads me to think that way? These are just a few of the questions that stimulate critical thinking.”
Course Communication: 

· “In addition to announcements made and written handouts distributed in class, I may need to contact you between classes, which I'll do through individual and group email messages. One of the requirements for this course is that you maintain an email address, check it regularly for messages, be sure it is working, and let me know if you change your email address. You are responsible for any messages, including assignments and schedule changes, I send you via email. You also may contact me via email, in addition to seeing me during office hours or calling me.”

Civility:

· “Turn off beepers and cell phones during class. Adherence to the Student Conduct Code is expected.” 

· “My commitment is to create a climate for learning characterized by respect for each other and the contributions each person makes to class. I ask that you make a similar commitment.”

Students called for military duty: 
· “If you are a student in the military with the potential of being called to military service and /or


 training during the course of the semester, you are encouraged to contact your school/college 
Associate Dean or Advising Office immediately.”

It is also helpful (and required in some colleges) to include important semester deadlines students can use as benchmarks to assess their enrollment decision and progress (e.g., mid-semester, last day to enroll, last day to withdraw from a course of the University without receiving a grade, last day to withdraw from a course or withdraw from the University).
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