Sample Syllabus Template for Shepherd University

[Adapted from:  http://www.clt.cornell.edu/campus/teach/faculty/SyllabusTemplate.doc to include Shepherd University Policies and Procedures]
*Remember that your syllabus is a contract between you and your students.  Make sure to be as clear and complete as possible.*

====================================================================

What information should I have on my syllabus?

[Course Title]

[Interesting quote, motivating information].
[Semester/Year]

[Class location]

[Class Meeting time(s)]

Instructor: 
[Name]  
[Office, e-mail, phone]

Office Hours:
[scheduled + by appointment? Virtual Office Hours?]
STRONGLY RECOMMENDED TO ALSO  INCLUDE THE FOLLOWING:
FREE TUTORING!  ANY COURSE!  TAKE ADVANTAGE OF A FREE “PERSONAL TRAINER FOR THE MIND!”  LET YOUR STUDENTS KNOW FREQUENTLY THAT WE HAVE AN ACADEMIC SUPPORT CENTER IN 102 Library:  www.shepherd.edu/ascweb; 876-5221; 8:00 – 4:30 am 
AND

Special Accommodations
If you require special accommodations, please discuss this with me during the first week of class; these must also be discussed and documented with the Disabilities Office on campus: Student Center Suite 201, 304-876-5453, FAX 304/876-5033. http://www.shepherd.edu/mcssweb/disabilities/index.htm
I. Rationale:  
Why does this course exist? How does it fit in with the rest of the field/area’s curriculum? 

II. Course Aims and Objectives:  
Thinking from the prospective students’ point of view, what general outcomes is the course designed to achieve? How will it contribute to them professionally?


Specific Learning Objectives:

By the end of this course, students will: 



List as specifically as possible the learning outcomes the course is intended to produce. It 
is helpful here to think about the kinds of evidence you will need to assess the students’ 
learning as your objectives should drive your assessment plans and grading schema. A 
well stated objective has two components: substance (content/subject matter like osmosis 
or absorption) and form: what action must the student perform with regards to the 
substance (compare and contrast, evaluate, analyze, apply, etc.)

     If you are teaching a General Studies course, please see the learning goals established for your course at:  http://www.shepherd.edu/gscweb/outcomes.html or contact Dr. Laura Renninger (5461) for assistance.  


If you are teaching a Core Curriculum course, please see the learning goals established for your course at:  
III. Format and Procedures:  
How is the course structured and how will classes be carried out? What behavioral expectations does the instructor have for the students in class? This is where specifications for attendance, participation, respect for others, etc. should be spelled out to act as a behavioral guide. If the course has multiple formats (like lecture & recitation, lab and discussion, group learning projects and/or presentations) these should be explained clearly.
IV. My Assumptions
This is a section where the instructor can communicate his or her personal assumptions and/or biases regarding the course content to set it off from other similar courses and other instructors. Does the instructor have a unique operational definition for some of the core course concepts? What principles and/or beliefs about either the content or how to effectively learn the content held by the instructor would it be helpful for the students to know up front?

V. Course Requirements:  
1. Class attendance and participation policy:  

2. Course readings:  

 
(a) Required text: (Please only require texts that students will use).
(b) Background readings, course packet available in the university bookstore? On Sakai? Download and bring handouts to class?

VI. Grading Procedures: Make sure you are clear and consistent!  Once you establish the rules, do not change them.  Yes, you can count attendance as a part of the grade but make sure to specify that you are doing so on your syllabus.
VII. Academic Integrity:

Each student in this course is expected to abide by the Shepherd University Academic Integrity Procedures found in the Shepherd University Student Handbook (http://www.shepherd.edu/students/studenthandbook.pdf). 
Example Language/Effective Ideas for your Course Policies/Procedures:

Academic Integrity:  This is left to the individual instructor in the spirit of academic freedom. 

Example Language:   “You are encouraged to study together and to discuss information and concepts covered in lecture and the sections with other students. You can give "consulting" help to or receive "consulting" help from such students.  However, this permissible cooperation should never involve one student having possession of a copy of all or part of work done by someone else, in the form of an e-mail, an e-mail attachment file, or a hard copy. 

Should copying occur, both the student who copied work from another student and the student who gave material to be copied will both automatically receive a zero for the assignment. Penalty for violation of this can also be extended to include failure of the course and University disciplinary action. 

During examinations, you must do your own work. Talking or discussion is not permitted during the examinations, nor may you compare papers, copy from others, or collaborate in any way. Any collaborative behavior during the examinations will result in failure of the exam, and may lead to failure of the course and University disciplinary action.”

Attendance:  This is left to the individual instructor in the spirit of academic freedom. 

Best Practice:  We strongly recommend that all instructors get to know the students in their classes.  The Enrollment Management Office will often ask for a list of students who are not attending fairly soon in the semester.  We suggest you take role or give frequent quizzes and collected assignments so that you get to know who is in your class and who is attending regularly.  Some instructors have students fill out note cards about themselves and this helps to learn names.  Students appreciate it when the attempt is made to get to know them.

Exam Makeup:  This is left to the individual instructor in the spirit of academic freedom.

Best Practice:  We strongly recommend you only allow students to make-up an examination if an emergency prevents them from attending class that day.  Written documentation verifying the emergency must be provided.  The instructor reserves the right to deny the request.  Makeup exams may be given in the Academic Support Center in 102 Library.  The staff there will proctor your exam so that you do not need to meet separately with the student.  For more information on these services, please see:  http://www.shepherd.edu/ascweb/ or contact Missy Welsh at 5221.

Late Work:  This is left to the individual instructor in the spirit of academic freedom.

Recommended:  Late work is not accepted unless the student can provide documentation of an emergency preventing them from submitting work on time.  The instructor reserves the right to deny the request.

Plagiarism:  Please direct students to the “Academic Integrity Procedures” in the Academic Freedom and Responsibility section of The Student Handbook.  (http://www.shepherd.edu/students/studenthandbook.pdf).
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