Curriculum Process System

Fields and Instructions
For

Syllabus 

General Instructions:  It is suggested that you prepare the text of the syllabus in a Word document.  Then, simply copy each content section from the Word document and paste it into the appropriate place in the form.  
Items about the requesting College through the Course Description items on the input form are pre-populated from the first section of the proposal process.

When the information is entered, you must select an option at the bottom of the form.  You may Save the syllabus for later editing, or Submit the syllabus when you have completed it.  After Submitting the syllabus, you may no longer edit it. 

	Form Item
	Instructions

	Purpose and Goals
  Use bullets in a single-spaced list of course goals.
	Use paragraph form in describing the purpose of the course and identify, in single-spaced bullets, the objectives for the course--what the department aims to achieve in the education of its students.
  Use bullets in a single-spaced list of course goals.

	Major Course Topics

	List major course topics.

	Learning Outcomes

	Begin this section with “At the completion of this course, the student is expected to:” 

List student course learning outcomes single-spaced, indicating each with a bullet. 

1. Each entry should begin with an active verb. 

2. List outcomes pertaining to knowledge, skills, and attitudes that logically follow the “to” in the stem phase. 

  Do not capitalize each entry.

	Major Assignments

	Describe the major assignments of the course.

If the course provides dual instruction (e.g., 4xx7/5xx7), be sure to separate and differentiate the assignments for undergraduate and graduate students.
If preferred, use headings for each assignment.
  If preferred, use headings for each assignment

	Grade Assignment
 


	Explain what each assignment is worth, either in points of percentages. For dual-level courses (e.g., 4xx7/5xx7), be sure to include differentiated undergraduate and graduate valuations.
   If preferred, use a table.

	Grading Scale 
  If preferred, use a table.
	Define your grading scale (e.g., A = 94%-100%; A- = 90-93%; A = 940-1000 points; A- = 900-939 points).  If scales are different for undergraduate and graduate work, include both.
If preferred, use a table.
  If preferred, use a table.

	Attendance Policy

	The university requires each faculty member to provide a written statement governing attendance policy, including laboratory/clinical sessions where applicable, for the course so that all students may be fully informed of their attendance responsibilities, including penalties which may be imposed for failing to meet these responsibilities.


	Other Information

	Describe any other relevant information about your course.  Use headings, if appropriate.

If there is no other information to be included on this syllabus, enter NA in the text box.  The form won’t process if the text box is empty.


	Required Textbook(s)

	Use the bibliographical form of your discipline and single-space entries.


	Required Reading(s)
	Use the bibliographical form of your discipline and single-space entries.

Often, the instructor has specific journal articles or passages in book other than the text book that students are required to read.  If you do not require any additional readings, enter NA.


	Bibliography, Recommended Readings, and/or Supplemental Materials

	A bibliography is required as part of the syllabus. Use the bibliographical form of your discipline and single-space entries. Information presented is used to review library holdings supportive of the course.  

If this syllabus is for a new course proposal or a substantive course modification, library call numbers, if available, must be entered at the end of each bibliographical entry in brackets.  
Recommended readings are suggested readings for the student, but are not required and supplemental materials are resources that are not in print.  Examples are URLs, video tapes, audio tapes, DVDs, etc.  Inclusion of these items is optional.



