Syllabus Outline

Purpose of a Syllabus

A syllabus represents a formal academic agreement between an instructor and students. Rather than a schedule of events, a syllabus serves as an academic contract defining how students can successfully meet the objectives of the course. Regardless of status, all faculty members are required to provide their students a detailed syllabus at the start of each quarter in every class. Changes to a syllabus after the course has begun are not recommended and may only be made in the case of unusual and extenuating circumstances. Prior to making a change on a course syllabus, faculty on a temporary contract must, review the proposed changes with the department chair.

The syllabus provides a basis upon which to resolve academic misunderstandings: it is the official document of record regarding all classroom activities and policies. The distribution of a detailed syllabus at the start of the course ensures that each student has received a written statement of policy. Without such a record, misunderstandings between students and faculty can occur. Students should be encouraged to consult the syllabus throughout the course and to ask questions about the course or the syllabus. All faculty must submit a final draft of the syllabus to the Department Chair or Program Coordinator for the department’s permanent files in order to assure compliance with accreditation standards. 

Elements of a Syllabus 
A syllabus should include the elements listed below. An explanation of each section follows for your reference.
1. Course Title and Identification 

2. Instructor Contact Information 

3. Course Description 

4. Course Goals or Outcomes 

5. Required Texts and Materials 

6. Recommended Texts and Readings 

7. Class Format or Outline 

8. Assignments and Expectations 

9. Attendance Policy 

10. Grading Policy 

11. Academic Honesty Statement 

12. Academic Support/ADA Statement 

13. Other Policies as Needed 

14. Course Plan 

15. Disclaimer 

Annotated Syllabus

1. Course Title and Identification
· Course Name (as it appears in the catalog)

· Prefix & Course Number (Art 210; Eng 480, etc) 

· CRN (Four digit number unique to each class section) 

· Term (Summer, Fall, Winter, Spring) and Year

· Schedule (days and times class meets)

· Location (building, room number, field trip locations, etc.) 

2. Instructor Information

· Instructor’s Name

· Office location

· Phone number

· E-mail address

· Office hours (a minimum of one hour weekly per 3-credit class)

3. Course Description

At minimum the course description is the same as catalog copy. Professors may expand the description as they see fit.

4. Course Goals or Outcomes

Course goals are the “big ideas” teachers intend students to investigate throughout the course. Goals are large complex ideas that require “uncoverage” (Wiggins & McTighe, 2005) and therefore serve as the primary organizers of the course. Professors must carefully sequence lessons to assist students in “building” a deeper understanding of the complex ideas. As the course progresses, they collect data (formative assessments) to determine how students are progressing toward the course goals. At the conclusion of the course, students must demonstrate their level of understanding of the course goals (the summative assessment). An example of course goals for a University Studies course might be: 

· Social “ills” are complex, and influenced by economics, power, and class.

· A social “ill” in one culture may be an accepted norm in another culture.

· Social issues and culture are inextricably woven.

5. Required Texts and Materials

List all texts and other required reading material with publisher and publication dates. Indicate if material will be available through Library reserve. In the case where texts are selected by the supervising faculty, adjunct instructors may include additional required readings. Include the title of the text, the author’s name, and publication date. List any other required materials.

6. Recommended Texts and Readings

Include the title of the text, the author’s name, and publication date.

7. Class Format or Outline

In this section, provide a rough outline of the topics that will be discussed each session, organize the assigned readings, and provide due dates for assignments and exams. Explain in this section how the class operates: Will students be required to use Blackboard? Is Blackboard work counted in lieu of class or considered an extension of the class? How much of the course meetings will occur face-to-face in a classroom environment? When and where will labs and field trips be held?

8. Assignments and Expectations

Clarify how student progress will be assessed during the course. When determining what assignments you will require of the students, consider your course goals: What do you want them to know at the end of the course? Then ask yourself, what evidence do you need to collect to determine what kind of progress your students are making? Most classes include a combination of both formative assessments and a summative assessment. 

Some instructors require students to provide ongoing evidence of their progress. This formative assessment provides data on how the students are “forming” their understandings of the course goals. Formative assessments could include portfolio contributions, journal entries, regular lab reports, routine quizzes, etc. The key idea is that these are brief, but important “snapshots” of the students’ growth over time. For instance, instructors may require a weekly paper that directly addresses an issue covered in the previous week’s readings and discussions. Rather than simply writing a list of expectations, a well-written syllabus also clarifies the criteria on which students will be evaluated, as in the example below.

Weekly Papers 

1. Weekly papers are limited to two typewritten pages, must be written in APA style, and must be free of convention errors.

2. Each week we will study a specific social issue and read contrasting points of view. In your weekly paper you must make a claim, then construct support for that claim by citing sufficient and appropriate evidence from the readings and class discussions. Readings must be accurately referenced in your paper. Conclude your paper by identifying any flaws or restrictions in your claim.

A summative assessment is designed to assess the students’ level of understanding of the goals or course outcomes at the end of the course. Often students take a final exam as their summative exam. This is not the only way, or necessarily the most appropriate method, of assessing students’ academic growth. In the course used as an example, students were to investigate how culture and social issues are related to each other, and relate how people’s perspective of an issue is influenced by who they are (culturally, socially, etc). The professor wanted the students to not only consider these ideas, but also required students on a weekly basis to construct and defend a point of view. It is logical therefore that an appropriate summative assessment for these students would be to write an in-class essay as a final performance assessment. Perhaps the students would be required to analyze a social issue that had NOT been covered in the class, then write an essay in which they make a claim and construct a supportive argument citing information from all course readings and discussions. Students would be evaluated on the quality of their claim, the strength of their defense, the number and type of references made to class readings and discussions, etc.

Note: If the course is a split-level blending of seniors and graduate students, clarify what additional knowledge and advanced skills graduate students must demonstrate. Simply requiring additional work does not necessarily demonstrate an extension or refinement of thinking. 

9. Attendance Policy 

Class sessions are needed to extend and refine the students’ knowledge of what they have read and studied. It is impossible to “make up” the lost dynamics of a missed engaging class session. Still, occasional absences may be necessary for your students. It is wise to address this up front. Clarify what the consequences will be for missing class. Will absenteeism negatively impact one’s grade? Create a consistent policy that serves your course’s needs.

10. Grading Policy

This section of the syllabus explains how a grade will be computed. List the key course assignments and expectations and clarify how those assessments will be weighted in determining the final grade. 

11. Academic Honesty Statement or “Code of Student Conduct” 
All instructors are strongly urged to include a statement regarding academic integrity. You are welcome to use or modify this example, or create your own if you prefer.  

“Students are expected to maintain academic integrity and honesty in completion of all work for this class. Examples of academic dishonesty include: 

1. Receiving or providing unauthorized assistance on exams

2. Using unauthorized materials during an exam

3. Plagiarism (using materials from sources without citations)

4. Copying the work of someone else and submitting it as your own

The first instance of academic dishonesty will result (for all parties involved) in no credit for the assignment or exam. In addition, a student will be ineligible to complete any extra credit work for the class. Subsequent episodes will result in further disciplinary action, up to and including failure of the course.”

12. SOU Academic Support/ADA Statement

To support students with disabilities in acquiring accessible books and materials, and in planning their study and time management strategies, SOU asks all professors to include an “ADA Statement” on course syllabi. It is the policy of Southern Oregon University that no otherwise qualified person shall, solely by reason of disability, be denied access to, participation in, or benefits of any service, program, or activity operated by the University. Qualified persons shall receive reasonable accommodation/modification needed to ensure equal access to employment, educational opportunities, programs, and activities in the most appropriate, integrated setting, except when such accommodation creates undue hardship on the part of the provider. These policies are in compliance with Section 504 of the Rehabilitation Act of 1974, the Americans with Disabilities Act of 1990, and other applicable federal and state regulations that prohibit discrimination on the basis of disability.

The following statement should be included in every course syllabus:

“If you are in need of academic support because of a documented disability (whether it is psychiatric, learning, mobility, health related, or sensory), you may be eligible for academic accommodations through disability services for students. Contact the Director, Disability Services for Students, at 552-6213, or schedule an appointment in person at the ACCESS Center, Stevenson Union, Lower Level.”

13. Other Policies as Needed

Check with your faculty supervisor to determine whether there are any additional departmental or SOU policies that may need to be included in this section. Often departments have common policies on such issues as missed examinations or late papers. 

14. Course Plan 

Provide a week-by-week schedule that includes dates, topics, readings, assignment due dates, exams, etc. 

15. Disclaimer

Effective teachers create thoughtful plans for instruction, but the dynamic nature of teaching often requires changes to the original plan. Because the syllabus is an academic contract with your students, it is wise to include an academic disclaimer such as: 

“This schedule may be amended from time to time depending on the pace of the class.”

Any changes made to the syllabus must be clearly communicated to all students in a timely fashion. Substantive changes should only be made due to extreme or extenuating circumstances and only in consultation with your faculty supervisor.
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