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The sections of the syllabus module are in sequential order:

· The Introduction gives a general overview of what makes a good syllabus. 

· Three sections discuss how a syllabus should function and why: 

· Syllabus as a Road Map 

· Syllabus as an Organizational Tool 

· Syllabus as a Contract 

· An activity section, Building a Syllabus, allows you to practice what you have learned 

Objectives

Upon completion of this module, you will be able to:

· describe the characteristics of a good syllabus 

· analyze a syllabus using a rubric to determine appropriateness 

· generate a course syllabus with the necessary components 

· discuss the implications of a syllabus with respect to the course structure 

Introduction

A carefully planned, clearly written, comprehensive syllabus is one of the most important resources you can provide your students. A well-designed syllabus performs many functions for the instructor and for the student: it outlines course expectations, organizes information, sets the tone for class interactions, and guides student learning. A carefully constructed syllabus helps prevent misunderstandings as to course goals and objectives, assessment and evaluation standards, grading policies, and student or faculty behavior.
University or Department policies and guidelines 
Many universities have a general policy concerning the course syllabus and it is important to ascertain what that policy is prior to developing your course syllabus. Additionally, some departments may have specific guidelines they expect you to follow in the creation of course outlines. Check with a senior faculty member or the department chair to clarify any expectations they may have on what the syllabus should contain and how it should look.

	At San Francisco State University (@SFSU): The Faculty Manual guidelines concerning your statement of course requirements are very general, stating only that:

Faculty members must prepare a Statement of Course Requirements for each course they teaches. Students must receive, in writing, in the first or second meeting of a class: 

· a statement of scope, content, and expected learning outcomes of the course 
· a list of texts and materials to be used throughout the course, including any additional fees or costs 
· adescription of grading policy and practices 
· a description of teaching style (e.g., fixed outline, lecture, discussion, class-directed, or evolutionary) 
· a description of any substantive departure from the content published in the university Bulletin or Class Schedule. 


Recommended minimum 

The value and use of a syllabus is determined by the quality and range of information provided. The following list of recommended items comes from a careful review of the literature, an analysis of high-quality syllabi rated by students and faculty, and a survey of student evaluations of course syllabi.

When developing your syllabus, include the following items:
· instructor information 

· course information 

· method of instruction 

· course description 

· course objectives 

· course calendar or schedule 

· course policies 
· textbooks and supplies 

· assignments 

· grading 

· specific notes or safety rules 

Making Changes: Since it is impossible to cover all contingencies in the planning stages of a course, students need to be advised that you may make changes as the semester progresses. Give students any changes in writing with reasonable notice.
Beyond the classroom 

Departmental Files: Most departments require instructors to submit course syllabi. The department archives the copy for future reference. If the courses you teach have been offered before, you might find it helpful to review the course syllabi developed by faculty who have previously taught the course.
Internal and External Review: Frequently faculty ask a colleague from inside and outside their department or university to review their syllabus and to provide a critique that can be placed in their personnel action file for retention, tenure, or promotion consideration. A positive outside review can be an important part of your teaching portfolio. 

Remaining Current: Disciplines and materials to support teaching and learning rarely remain static: update your course syllabus on a regular basis. Make adjustments as you receive feedback from students or peers. Always incorporate changes or innovations in your teaching methods as you develop your teaching philosophy.
The syllabus in action 

In today's world of increasing pressures and demands on faculty and students, the course syllabus has taken on new import. Students and faculty are finding that the syllabus functions:
· as a road map to guide the teaching and learning process 

· as an organizational tool to help manage the teaching and learning process 

· as a contract to ensure that all parties are clear on the expectations and responsibilities associated with the course 

This module contains three sections reflecting these functions.

The Syllabus as a Road Map

Where am I? Where am I going? 
How will I know when I have arrived?
If learning is an adventure, then the syllabus is the map leading to the treasure. In this context, the same information you need to find your way on a map is important in the course syllabus. The syllabus defines where students are in the process, what tools they will need to take their journey, where the journey will take them, and how well they have negotiated the path.

Where am I? 

A well-designed syllabus indicates what prerequisite skills or knowledge is necessary to succeed in the course so that students can make decisions as to whether or not they are ready to undertake the content. 

Where am I going? 

The course information provided in the syllabus gives students a clear idea of the content of the course and relates where this particular course fits in the context of a course of study. Specific learning outcomes related to the course content are critical if students are to fully understand the extent of what is expected and what they will learn as a member of the class.

How will I get there? 

A carefully constructed syllabus will provide details as to the pacing of the course and the schedule of topics that will be covered. Students must know how they will master each of the learning objectives is another important feature of the course syllabus. Students appreciate being told up front the extent to which they will be expected to work independently (e.g., in-class groups or out-of-class projects).

What resources will I need along the way? 

Students need to know from the outset what materials they need to accomplish the learning objectives and how they access the materials. In the course syllabus, clearly detail textbooks, required readings, Internet sites, and other lab or class materials.

Is there road-side assistance if I require it? 

Feeling alone on the learning journey can be a daunting experience. The course syllabus should clearly state what assistance is available and how to access it. This can range from posted office hours during which the student can obtain assistance from the instructor to the instructor offering to facilitate the formation of student study groups.

What do I get at the end of the journey? 

While we all would love to think that the joy of learning is sufficient to motivate students, in fact, most students are really concerned about how you will evaluate their performance and assign grades. Your course syllabus should address the grading process. Whenever possible, provide students with the rubric that you use to grade each assignment. 

Organizational Tool 

With the complicated lives faculty and students live, getting organized frequently seems an unreachable goal. Lack of organization makes the learning experience more difficult. The course syllabus can play an important role in keeping everyone on the same path and moving toward the same goals.

What do I need to know? 

One of the first indicators that a course is well organized is the set of learning outcomes that the instructor has defined to guide the students in the learning process.

Learning outcomes specify the material that will be covered and how the student will demonstrate mastery of the content.

When will I learn it? 

A course schedule is the next step in providing a scaffold for the students to organize their learning. At the outset of the course it is difficult to gauge exactly how much material you can cover in a given time, so in your syllabus indicate that the schedule of topics is subject to change. Give an outline of topics you will present in the course and estimate a date or time by which you will cover them.

When are assignments due? 

Students need to know at the beginning of the course when assignments are due in order to organize their time and resources necessary to complete them. Some students may need help in planning to complete a project. You can help by designing the assignments carefully, making yourself available to the students for assistance and conducting periodic progress checks.

When are the tests and what will they cover? 

Unfortunately, one question seems to constantly be on students' minds, "Is that going to be on the test?" A well-designed syllabus answers those questions by clearly stating what topics or materials will be included on each test. A course schedule specifying exact dates for tests or exams is critical to avoid student confusion, anger, or failure. If you must make changes, notify the students well in advance of what the changes are and how that affects the test or exam schedule.

What resources are required and where are they located? 

Organize your syllabus by tying resources into the scheduled topics. Students should be able to anticipate when external resources will be necessary and know where to obtain them. If you have placed materials on reserve or students need to special order them, include this information in your syllabus. It will minimize student anxiety and prompt students to ensure they have access to these resources in ample time to complete assignments or prepare for exams.

Contract

	This section includes:
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What am I expected to do?
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How will I be graded?
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What can I expect from the instructor? 


Teaching and learning does not take place in a vacuum. Within the context of the classroom, effective teaching and learning require a partnership between you and the students. As in any partnership, the parameters of the relationship need to be clearly defined and the responsibilities of each party articulated. Consider the syllabus a contract between you and the students: it provides a binding agreement stating your expectations, how the student should proceed, and how you will evaluate the student. 

A skillfully designed syllabus details expectations, the terms of classroom interactions, the grading criteria, and can reduce the potential for confusion on the part of the students. Students should be able to answer the following questions using the syllabus as a reference:


What am I expected to do? 

In your course syllabus specificy what you expect from the students in the following areas:

· Class participation: Define what you mean by class participation. Does contributing to discussions and asking or answering questions receive the same consideration? Do you assign varying points for different types of participation? How will you calculate those points? 

· Attendance: What do you expect in terms of student attendance in class? Is it important for students to come to every class? How many absences will you alow? Will you deduct points for absences? 

· Promptness: Are there consequences for arriving at class after the assigned time? What procedures are in place to ensure that students understand what their responsibilities are in terms of arriving on time and staying until the class is dismissed? 


How will I be graded? 

Grading is the most critical aspect to cover in a course syllabus. This section needs to address: 

· Grading procedures: 

· Tests and exams:- How often will you administer tests and exams? What percent of the final grade is determined by tests and quizzes? When are the tests? 

· Papers, class presentations or projects: How much does each assignment count toward the final grade? Do you have a rubric students can follow in the development of these assignments? When are these extended assignments due? What is the penalty for late assignments? 

· Extra credit: When can students request extra work for extra credit? How will this factor into the final grade? 

· Calculation of final grade: How do you calculate the final grade? What grading system do you use (the curve, competency, or performance-based)? Do laboratory grades or other class activities factor into the final grade? 

· Grading policies: 

· Makeup tests: Are there any conditions under which you will allow a student to take a makeup exam or test? 

· Unmet deadlines: Do you accept late assignments? What penalties do you assessed on projects submitted after the due date? 

· Incomplete grade: What is your policy on allowing a student to request an incomplete grade? 


What can I expect from the instructor? 

Just as you have expectations of students, they will have expectations of you. Common student expectations are: 

· Availability outside of class: When are your office hours? Are you available via e-mail? Will you meet with a student after class without an appointment? 

· Additional assistance with assignments: Are there teaching assistants? If yes, are they available to help students? Will you set up mechanisms for peer assistance, such as study groups (face-to-face or online), threaded discussions related to assignments, etc.? Will you direct students to quality outside resources for assistance (offline and online)? 

· Organization and preparedness: Have you broken the course into manageable chunks? Is the workload evenly spaced? Are you familiar with the course material? Will you be ready for each class meeting? 

· Timeliness: How quickly will you return assignments or assessments with your feedback? How quickly will you respond to questions asked via email, phone, or voicemail? 

Building a Syllabus

	This section includes:
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course information
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instructor information
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course description
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course objectives
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course calendar or schedule
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course policies
textbooks and supplies
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other course specific information 


 

The preceding pages in this module describe how you should construct a syllabus—as a Road Map, as an Organizational Tool and as a Contract—to meet both instructor and student needs. Now you are ready to begin analyzing existing syllabi and building new ones.

The table below identifies the items that comprise a good syllabus and groups them according to function. Most items are accompanied by commentary that describes what information should be included. Where applicable, there is also information specific to San Francisco State University (look for "@SFSU").

Course information 

This section should provide students with vital information as to the "bookkeeping" details of the course. For more information, see the Course Information page. 

	Item
	Commentary

	Course title
	This should read exactly as it appears in the university bulletin and the course schedule.

	Course number
	You can find this in the course schedule. The number indicates the level of the course. The lower numbers are for lower division courses and the higher numbers are for upper and graduate division.

	Sort number
	@SFSU: Students who miss the initial touch-tone registration period will need this to add the course.

	Credit hours
	The Carnegie Units are used here to define seat time. A one-unit course = 15 hours, a two-unit course = 30 hours, etc.

	Prerequisites
	Prerequisites describe information, skills, or experiences that students need to have prior to taking the course. They also place your course in the context of departmental or program course sequence.

@SFSU: You can find prerequisites listed in the university bulletin and in the footnotes found in the schedule. Faculty may also use the online list tool (http://www.sfsu.edu/online/clslst.html) to determine which students have taken the prerequisite courses.

	Permission from instructor required?
	Students often do not have documentation that they have the skills or knowledge required to take the course. You have discretion to admit these students.

How do these students request permission to enroll in your class? What criteria must students meet for you to grant permission to enroll? For instance, may students enroll if they have taken a course from another college or university that parallels your program's prerequisite? What if a student has similar real-life experience, but hasn't taken a course?

	Room location
	@SFSU: Rooms are assigned through a centralized scheduling system (Schedule 25). If your classroom does not meet your needs, contact your department's Academic Office Coordinator (AOC). If you have specific requests for equipment or other items, indicate this to the AOC before the semester begins.

	Lab or discussion location
	The Department Chair or the scheduling system will assign your location. Indicate to students where the lab or discussion session is located.

	Meeting days
	If you know beforehand that there you will miss meetings or provide alternative assignments, indicate this in your syllabus. 

	Hours
	 

	Lab or discussion hours
	 

	Department location 
	 

	Webpage
	If you have a website that supports your course or if you are offering any portion of your course online, include that information here.

	Online or Internet requirements
	What percentage of activities is online and what types of online activities will you ask students to do? What are the minimum technology requirements for students to effectively participate in online activities?


Instructor information 

Students want to know how, when, and where you will be available to them. This section is the primary source for contact information. For more information, see the Instructor Information page. 

	Item
	Commentary

	Full name
	 

	Title 
	 

	Office location
	 

	Office telephone number
	Let students know your preferred method of communication. If you prefer the telephone, then give students a general idea of how quickly they can expect your response if they leave a voicemail message.  

	Office hours
	Indicate whether students need to make an appointment during your office hours or if they can "drop in."

	Email address
	Let students know your preferred method of communication. If you prefer email, then give students a general idea of how quickly they can expect your response.

Depending on how much time you have and how many students are in your course, you might want to set up an email account soley for your class messages. This allows you to avoid having an overload of messages in your regular account. 

	Department telephone number
	Along with the number, provide the name of the AOC who will answer this telephone as well as the number.

	Home telephone number (optional)
	Some faculty freely give out their home telephone number to students. Consider this decision carefully.

	Teaching Assistants (TA) 
	If you have teaching assistants provide specific information about them.

	TA name(s)
	 

	TA office location(s)
	 

	TA telephone number(s)
	Let students know the TAs preferred method of communication. If he or she prefers the telephone, then give students a general idea of how quickly they can expect a response if they leave a voicemail message.

	TA email address(es)
	Let students know the TAs preferred method of communication. If he or she prefers email, then give students a general idea of how quickly they can expect a response.


Course description and objectives 

This is the heart of the syllabus. It specifies the skills and knowledge students will gain, your expectations, and how you will assess their performance. For mor einformation see the Course Description page and the Course Objectives page. 

	Item
	Commentary

	General course content
	This section provides an overview of the course.

	Instructional methods
	Describe here how you will teach the course: lecture, seminar, online, small group discussions, etc. Let students know what types of activities you will facilitate in class and online, so they can prepare ahead of time (e.g., for participation, for lab activities, to bring materials, etc.).

	General course goals
	Define several course goals in terms of content. These will be broad statements, but will form the outline for the specific learning outcomes you will define in the next segment.

	Course objectives and learning outcomes 
	Carefully design and clearly present learning outcomes in this section. They give students an idea of what you expect them to learn and how they will demonstrate their knowledge or skills.

	Description of major assignments
	Specificy the major course projects, products, and other assignments. This gives students plenty of time to prepare for them. Relate the major assignments to the course and the learning outcomes. Include an assessment rubric or describe how you will assess student performance.

	Class participation
	Specify to what extent you expect students to participate in class and the degree to which that participation will affect their grade. If you are using an online resource (such as Blackboard) for the course, specify how much time students should spend each week in online participation. 


Course calendar or schedule 

This section provides students with the sequence of course content and related activities. Indicate deadlines, scheduled topics, and notificy students regarding quizzes, tests, and exams. For more information, see the Course Calendar or Schedule page. 

	Item
	Commentary

	Topics to be covered
	State the topics you will cover along with a schedule. This allows students to prepare , so they are ready for in-class discussion or online chats about each topic.

	Readings
	If you assign outside readings, indicate when you expect students to complete them.

	Homework 
	If you have regularly scheduled homework assignments, indicate that in this section. If you have random assignments, state that and indicate you will tell students when the assignment is due at the time you make it.

	Extended assignments 
	Provide due dates for extended assignments: make it possible for students to plan their time and resources to meet the deadlines. Include due dates for submitting draft versions, peer reviews, final versions, etc.

	Paper due dates
	@SFSU: If you use www.turnitin.com, remind students that they must submit papers to the online service 24 hours before giving you the paper.

	Exam dates
	The more specific you can be the better. If you find that you are behind or ahead of schedule and want to change the date that you have specified, notify students well in advance of the change.

	Quiz dates
	Many faculty do not schedule quizzes ahead of time. Indicate on your syllabus that there will be quizzes and whether or not you will announce them.

	Required special events
	If you require or recommend that students attend any particular events, specify them in the course syllabus.


Course policies 

This section defines student responsibilities and how you measure student performance. For more information, see the Course Information page. 

	Item
	Commentary

	Attendance
	Clearly state your attendance expectations. Indicate what, if any, penalties you willassess for unexcused absences.

	Promptness
	Tell students when the class begins and what procedures they should follow if they arrive after that time. If there are penalties associated with tardiness, indicate that in your syllabus.

	Participation
	If you factor class participation into your grading, define what you mean by participation and relate how this will affect their grade.

	Missed exams 
	State your policy on this issue. Will you allow students to makeup the exam? Is there a penalty involved? What must the student do to makeup an exam?

	Missed assignments
	Provide the same information you did for missed exams.

	Lab safety or health 
	Explain your policy in detail and the campus and department procedures and requirements for lab health and safety. It's a good idea to go over these verbally with students as well as providing it in written form.

	Plagiarism and cheating
	It is difficult to balance stressing students' responsibility for producing original work with encouraging them to work together to succeed in your course. State your position on academic integrity. What are the penalties associated with plagiarism? 

@SFSU: SFSU currently has a license with www.turnitin.com, an online plagiarism detection service. You are encouraged to use this tool as a teaching tool that allows students to check their work for uncited sources before turning it in to you. You may generate a www.turnitin.com account at the Center for the Enhancement of Teaching (CET).

	Grading
	Be specific in this section. It is critical to avoid problems with students misunderstanding or attempting to raise issues after the fact. Detail how you will calculate student grades, provide information on how the student can monitor their own situation on a regular basis, and explain this in your first meeting.

	Incomplete grades
	Check with your department about issuing incomplete grades. There is usually a policy on the books to guide you. In all instances, you must complete paperwork. Make yourself familiar with it and relate the process to students.

	Withdrawal from course
	The university and the department have guidelines regarding when, how, and if a student can withdraw from a course, including whether there is a penalty involved. Know the policy and relate this to your students.

	Extra credit
	If you allow students to do extra work for extra credit, explain what types of activities you will accept and the procedure for students to earn the credit.

	Student responsibilities in an online environment
	If you use an online service such as Blackboard to communicate class-related information, explain to students what their responsibilities are. It is the student's responsibility to provide their correct email address and attach it to their username in the online service. This is important both at the beginning of the course and throughout the semester in the event the student changes email addresses. 

	Netiquette
	It is a good idea to hold the students to some form of internet etiquette (Netiquette). The "Core Rules of Netiquette" is one example of online etiquette, which you can find at
http://www.albion.com/netiquette/corerules.html. 


Textbooks and supplies 

This section tells students what they must get, and what they might consider getting, in order to go through the course. For more information, see the Textbooks and Supplies page. 

	Item
	Commentary

	Textbook authors, titles, editions 
	Provide detailed information about the book(s) students will need. Indicate whether they are required or recommended.

	Supplementary reading
	List the readings students must complete. If you have placed them on reserve, indicate this. 

@SFSU: The library provides an electronic reserve system that gives students 24/7 access to reserved readings online.

	Internet links
	 

	Lab supplies
	Include locations where the lab supplies can be obtained, as well as which supplies students will need.

	Other course specific material
	 


Other course specific information 

This section provides flexibility and facilitates successful learning experiences for all students. For more information, see the Other Course Specific Information page. 

	Item
	Commentary

	Accommodation statement for students with disabilities
	@SFSU: Contact the Disability Resource Center if you have any questions about the types of accommodation that you should provide to students with disabilities.

	Statement covering possible changes in syllabus
	 

	Support services (campus or department)
	 

	Specific notes or safety rules
	 

	Commonly asked questions about this course (optional)
	 

	Advice for successful performance (optional)
	What are the most important things that students should do to be successful in your class?
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This table is based upon a checklist retrieved from the following source: http://www.psu.edu/celt/PST/syllabus.html (pop-up).


