Suggested Syllabus Template and Timeline 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.*

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

[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 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 114 KNUTTI HALL:  www.shepherd.edu/ascweb; 876-5221; 8:00 – 4:30 am (see brochure in pocket of your binder)

Grading:  
[options: SU/Letter, choice of credit hours?]

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:  
Aims
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. Kinds of evidence can be manifest in what students say, do, think and/or feel. What they say (as on an exam, paper, project, homework, etc., or in class discussion) is a reflection of their thinking. Feelings are often neglected in specifying course or class objectives, yet the research on the role of affect (emotions and feelings) in learning has been well documented and has been shown to have a significant influence and integration with cognitive learning. For example, if you were teaching a course on ecology it would be difficult to do without addressing human values, which have an affective aspect to them. If certain psycho-motor skills are intended to be developed, the evidence will be in doing (as in a lab course where actions like titration, completing successful assays, collecting meaningful data and analyzing it are regular expectations) they should be articulated as clearly as possible. 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.)

     For more information on learning outcomes at Shepherd, please see the Assessment Link on the Center for Teaching and Learning website or contact Dr. Laura Renninger (5461) for assistance:  

  http://www.shepherd.edu/ctl/assessment.html.  

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

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: 
(b) Background readings, course packet available in the university bookstore ? Use of Course info? Download and bring handouts to class?

3. Assignments based on the number of credits for which the learner is enrolled:

(a) One credit – What are the minimum requirements if the student can choose to take the course for one credit?:  



(1) 

(2) 

 (b) Two credits – In addition to those activities for one credit, students electing two credits will . . .  

(c) Three credits – Those selecting three credits must complete the work for the first two credits, but in addition they must . . .

V. Grading Procedures: Grades for the different credit options will be based on:

1. One credit option:  

(a) (%)

(b) (%)  



(c) (%)

2. Two credit option:  

(a) (%)

(b) (%)



(c) (%)

3. Three credit option:  

(a) (%)

(b) (%)

(c) (%)

(d) (%)

Keep in mind, as you decide the weighting for the different assignments and tasks you give students it will have a major impact on their effort distribution. For example, if you have many homework assignments and/or quizzes, but not any one of them will count significantly toward the final grade, students may invest less time and commitment to doing them. If a certain percentage of the students’ grades is based on class participation, what criteria will be used to make that assessment: quantity or quality? If quality, what determines quality?

VI. 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 (you have received a copy in your handbook). Any work submitted by a student in this course for academic credit will be the student's own work. [Optional: For this course, collaboration is allowed in the following instances: list instances.]
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, a diskette, 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.
Shepherd University Attendance Policy:  This is left to the individual instructor. The following is strongly recommended:  

We strongly recommend that all instructors get to know the students in their classes.  The Registrar 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 notecards about themselves and this helps to learn names.  Students appreciate it when the attempt is made to get to know them.

Shepherd Exam Makeup Policy:  This is left to the individual instructor. The following is strongly recommended:  

Students are only allowed 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 106 Knutti Hall.  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 Karen Austin at 5221.

Shepherd Late Work Policy:  This is left to the individual instructor. The following is strongly 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.

Shepherd Plagiarism Policy:  Please direct students to the “Academic Integrity Procedures” in the Academic Freedom and Responsibility section of The Student Handbook.  (Also, the Shepherd policy is copied for you in your handbook).

VII. Accommodations for students with disabilities

Instructors need to be available to discuss appropriate academic accommodations that may be required for student with disabilities. Requests for academic accommodations are to be made during the first three weeks of the semester, except for unusual circumstances, so arrangements can be made. Students are encouraged to register with Disability Support Services to verify their eligibility for appropriate accommodations.  More information can be found at:  http://www.shepherd.edu/mcssweb/disabilities/index.htm and is included in your handbook.
VIII. Shepherd Timeline Template (feel free to over-write these dates with readings and assignments):

[Monday, Wednesday, Friday Courses – includes holidays, student reminders regarding withdraw dates and other important information for instructors.  We encourage you to build these reminders into your syllabi so that they are reinforced for our students]:  
8/21 Classes Begin; Add/Drop and Late Registration (Late Fee Applies) via RAIL or at Ikenberry Hall, 9:00-4:00 pm – Consult Advisor; Instructors:  If your class is at maximum capacity, you will need to fill out an override slip if a student would come to you wanting to add the course.  Often this is left to the discretion of the instructor and you have the right to deny the request.  Override slips are provided for you in the handbook.

8/23

8/25 Student Reminder:  Last Day to Add/Drop or Late Register via RAIL or at Ikenberry Hall  
8/28

8/30

9/1 

9/4 LABOR DAY – NO CLASS

9/6

9/8  

9/11

9/13

9/15

9/18

9/20

9/22

9/25

9/27

9/29  

10/2

10/4

10/6  Student Reminder:  Last Day to Apply for May 2007 Graduation; visit Academic Support Center, 114 Knutti Hall for tutoring needs; www.shepherd.edu/ascweb
10/9  First Day of Midterm Exams (yes, we hold classes on Columbus Day)
10/11

10/13  Last Day of Midterm Exams
10/16  Instructor Reminder:  Midterm Grades Due at 9am (paper)/12 noon (web) – see RAIL Grade instructions in handbook

10/18  Student Reminder:  Student Midterm Grades available on RAIL

10/20

10/23

10/25

10/27

10/30

11/1  Student Reminder:  First Day of Academic Advisement for continuing students

11/3

11/6

11/8

11/10  Student Reminder:   Last Day to Withdraw from a full-semester class 
11/13  

11/15
11/17
11/20  Thanksgiving Recess – No class
11/22  Thanksgiving Recess – No class
11/24  Thanksgiving Recess – No class
11/27

11/29

12/1

12/4

12/6

12/8  Last Day of Classes

12/11  First Day of Final Exams (Instructor:  See Final Exam Schedule for your courses at http://www.shepherd.edu/register/finals_schedule.html
12/13

12/15  Last Day of Final Exams

12/18  First Semester Grades Due 9:00 am (paper)/12 noon (web) – see RAIL Grade instructions in handbook

End of First Semester

[Tuesday/Thursday Courses – includes holidays, student reminders regarding withdraw dates and other important information for instructors.  We encourage you to build these reminders into your syllabi so that they are reinforced for our students]:  
8/22  Add/Drop and Late Registration (Late Fee Applies) via RAIL or at Ikenberry Hall, 9:00-4:00 pm – Consult Advisor; Instructors:  If your class is at maximum capacity, you will need to fill out an override slip if a student would come to you wanting to add the course.  Often this is left to the discretion of the instructor and you have the right to deny the request.  Override slips are provided for you in the handbook.

8/24  Student Reminder:  8/25 is the Last Day to Add/Drop or Late Register via RAIL or at Ikenberry Hall

8/29

8/31

9/5

9/7

9/12

9/14

9/19

9/21

9/26

9/28

10/3

10/5  Student Reminder:  10/6 is the Last Day to Apply for May 2007 Graduation; visit Academic Support Center, 114 Knutti Hall for tutoring needs; www.shepherd.edu/ascweb
10/10  Midterm Exams
10/12  Midterm Exams; Instructor Reminder:  Midterm Grades Due on 10/16 at 9am (paper)/ 12 noon (web) – see RAIL Grade instructions in handbook

10/17 Student Reminder:  Student Midterm Grades available on RAIL on 10/18

10/19

10/24

10/26

10/31  Student Reminder:  11/1 is the First Day of Academic Advisement for continuing students

11/2

11/7

11/9  Student Reminder:   Last Day to Withdraw from a full-semester class is 11/10

11/14

11/16

11/21  Thanksgiving Recess – No Class
11/23  Thanksgiving Recess – No Class
11/28

11/30

12/5

12/7  Instructor Reminder:  Last Day of your Class

12/11  First Day of Final Exams (Instructor:  See Final Exam Schedule for your courses at http://www.shepherd.edu/register/finals_schedule.html
12/15  Last Day of Final Exams

12/18  First Semester Grades Due 9:00 am (paper)/12 noon (web) – see RAIL Grade instructions in handbook

End of First Semester

(Please see syllabus examples that follow from courses at Shepherd University).
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Katz, J. (1993). Turning Professors into Teachers. Phoenix: Oryx Press.  [LB2331 .K32 K325] 

Lowman, J. (1995). Mastering the Techniques of Teaching (second edition).  San Francisco: Jossey-Bass, Publishers. [LB2331 .L68: Olin] 

Mager, R.F. (1984). Preparing Instructional Objectives (rev. 2nd ed.).  Belmon, CA: Fearon-Pittman Publishers. [LB 1028 .5 .M19] 

Mezirow, J. (1991). Transformative Dimensions of Adult Learning. San Francisco: Jossey-Bass, Publishers. [LC5225 .L42 M61: Mann Reserve] 

Milton, and Associates (1982). On College Teaching: A Guide to  Contemporary  Practices. San Francisco: Jossey-Bass, Publishers. [LB2331 .058] 

Mosston, M., & Ashworth, S. (1990). The Spectrum of Teaching Styles:  From Command to Discovery. White Plains, NY: Longman. 

Office of Instructional Support (1993). Teaching Evaluation Handbook.  Ithaca: Cornell University Office of Instructional Support. [LB2333 .T25] Available for downloading at http://www.clt.cornell.edu/resources/teh/teh.html
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