
Course Syllabus Information

“The syllabus is a small place to start bringing students and faculty members back together... If students could be persuaded that [faculty] are really interested in their understanding of the material we offer, that we support their efforts to master it, and that we take their intellectual struggles seriously, they might respond by becoming more involved in our courses, by trying to live up to our expectations, and by appreciating our concern. Then the real work of learning can begin.”— Sharon Rubin, Chronicle of Higher Education. 1985

Description of a Course Syllabus


A course syllabus is a legally written contract between instructors and students. It binds students who wish to be successful in a course to a plan they should follow and similarly binds the instructor to the same plan. The syllabus organizes the learning experiences of the course and lists the planned activities that assist students in achieving course objectives. When a detailed syllabus is shared with all students, more will have the opportunity to be successful in the course. The course syllabus is an ongoing reference for students throughout the course. Students have a right to know the relative importance of course requirements; knowing them at the beginning of the course helps them better budget their time.

The syllabus is the instructional road map for the student and the course instructor. If an instructor wishes to change the itinerary, it is his or her prerogative to do so, but students should receive a written revised syllabus.

The course syllabus is a reflection of each individual instructor’s plan and course of action to meet departmental requirements, goals, and objectives. It sets the mood of the course. Prepare it carefully to communicate clear concise information. A student may appeal his/her grade due to unclear, misrepresented or absent information in the course syllabus.


Course Outline Definition
The Course Outline is a departmental curricular tool for all faculty teaching a course. 

(Butler outlines can be accessed at http://www.butlercc.edu/outline/)

It contains:

· Course Description

· Course Relevance

· Required Materials
· Supplemental Materials (if applicable)
· Learning Outcomes

· Learning PACT Skills

· Major Summative Assessment Tasks

· Course Content

· Learning Units

· Learning Activities

· Grade Determination

Course Syllabus Definition
The Course Syllabus is an instructional road map for an individual instructor to communicate with his/her students about learning.

It contains:

· Instructor information

· Course information (from department outline)

· Class information and schedule of class meetings

· Institutional policies
· Instructor policies
· Departmental policies (related to management)
	COMPARISONS

	Course Outline
	Course Syllabus

	

	· Common curricular tool
	· Instructional road map

	· Each faculty member should have a course outline for each course s/he is teaching. 
	· Each student should have a syllabus for each class taken. 

	· Department generated
	· Instructor generated

	· Master document
	· Legally written contract

	· Formal standard format
	· Butler format

	
	· Consistent with course outline


A Butler Community College syllabus is to be written using the template provided. Instructors have the option to add information to the syllabus, but no elements in the syllabus template are to be deleted. If a required element has no relevance to a specific class, the instructor may insert Not Applicable. Graphics will not be used in the syllabus. Special formatting such as bold, or italics may be used for emphasis. The template is written in 10 pt Arial font with the headings set at 12pt. The instructor may elect to change the point size to 12. The Times New Roman font may also be used in either 10 or 12 pt. No other point size or fonts should be used. 

Using the Syllabus Template

1. Replace the word Division with the full name of the division where your course is assigned.
2. Provide the Course Number: (i.e. BS 160), the Course name (i.e. General Psychology), and the four-digit Course Reference Number.
3. Replace the word Semester with the semester for which the syllabus is written (i.e. Fall 2010)
	Butler Community College 
	Course Number: Name (CRN)

	Division
	Semester 


Place the requested information in the table. Use the same format for classrooms and labs. If the syllabus will be used for multiple sections of a class, lines may be added to include the information for those classes.
EXAMPLE:
	CRN
	Meeting Day(s)
	Meeting Time
	Site
	Building
	Room

	
	
	
	
	
	

	
	
	
	
	
	


Replace the words Course Name with the name of the course. (i.e. General Psychology)

Course Syllabus

Course Name

INSTRUCTOR INFORMATION
All instructors at Butler are assigned an e-mail address, and that e-mail address must be included. It is understood that home phone numbers are optional but emphasis is placed on the importance of students being able to reach the instructor. The instructor's office hours or door schedule should be included in this section, if appropriate.
       

EXAMPLE:

Instructor Name:
John Doe

Instructor Contact Information:  (include campus site, building #, office number, telephone number, and fax # as appropriate) 
E-Mail: jdoe@butlercc.edu
Office Location: BOA 100, Rm #115, 

Telephone Number: 733-0071 X #262 or #3262

COURSE INFORMATION
The information for this section appears in the course outline that can be accessed at http://www.butlercc.edu/outline. Use the copy/paste feature to copy the information from the online course outline to the syllabus. This will streamline the entry of this information.
Course Description
The course description should be exactly the same as printed in the course outline.  The description begins with the course number, followed by the title of the course, credit hours, prerequisites and description.  
EXAMPLE:

Course Description 
BA 211. Computerized Accounting. 3 hours credit. Prerequisite: BA 126 with a C or better. This course will enable the student to use commercial accounting software to apply principles and procedures of accrual accounting.  The student will complete the accounting cycle, accounts receivable, accounts payable, payroll, and inventories on commercial accounting software. 

Course Relevance
Should explain the compelling real world reason(s) for this learning experience and the potential benefit it has for the student’s future academic and/or vocational career. This statement is designed to help the student envision how this course will provide the building blocks for future success. 
 EXAMPLE:

Course Relevance
The principles learned in this course will allow the student to practice proper fundamental skills and analysis for a position in a career of carpentry. 
Required Materials and Supplies

This information is included in the course outline and should be copied from there. The book title may be italicized rather than underlined.  

EXAMPLE:
McManus, E., McManus, R. & Williamson, J. (1994).  The complete training course for managers (4th ed.).  New York, NY: American Management Association.  
Materials for the course could include those items that are necessary for completion of the course.  Examples of required materials are: software, lab kits, and special clothing.

Supplemental materials used with departmental approval

Should list materials that have been approved by the department and are available to be used in a course but not mandatory for every section.  Copy this information directly from the course outline.  If there are none, delete “supplemental materials” header.

Learning Outcomes

The Learning Outcomes list what the student will be able to DO with what is learned in this course and should be copied directly from the course outline.
EXAMPLE:

Learning Outcomes

The intention is for the student to be able to:
1. Discuss the most recent scientifically based personal health information. 
2. Analyze health-related behavior and attitudes which impact personal and community health and well-being.
Learning PACT Statement 
Butler prepares students to be principled, productive individuals who are responsible, involved lifelong learners. To accomplish this goal Butler has established a Learning PACT for the skills that learners need during their career and has integrated PACT skill-building activities and assessments through a variety of program coursework, extra-curricular activities, and other learning opportunities.

The BCCC Learning PACT consists of:

P = Personal Development Skills

A = Analytical Thinking Skills

C = Communication Skills

T = Technological Skills

The Learning PACT Skills are vital for any adult to function successfully in the ever changing world of the 21st century.  Butler expects learners to be full partners in the learning process and as such to assume primary responsibility for their own choices.

Learning PACT Skills
Learning PACT skills are those skills that are developed and documented through the summative assessment tasks. Copy and paste this information directly from the course outline.
EXAMPLE:

Learning PACT Skills that will be and documented in this course

Through involvement in this course, the student will develop his/her ability in the following PACT skill area(s):

Analytical Thinking Skills
1.  Critical Thinking

· The student will develop critical thinking and analytical skills through written assignments and other activities conducted in class.


· 






Major Summative Assessment Task(s)
The Major Summative Assessment Task describes meaningful task(s) or project(s) that require synthesis of understanding and skill development.  Copy and paste this information directly from the course outline.
EXAMPLE:

Major Summative Assessment Task(s)

These learning outcome(s) and the Learning PACT skill(s) will be demonstrated by:
1. Compiling a portfolio of written assignments which demonstrates the self-analysis of health-related behaviors and attitudes and the application of changes that would improve health and well-being.
Computer Use Expectation

Butler Community College expects students to be able to use computers, Internet and web-based materials proficiently both inside and outside the classroom to accomplish course outcomes.  Courses may have discipline specific software requirements which will be denoted by schedule type “X”.  For any specific software requirements, refer to course outlines at www.butlercc.edu/outline/
Student Engagement Expectation
Butler Community College expects students to be engaged in the learning process.  Engaged students 
are motivated, prepared for class, interact inside and outside of class with other students and faculty, and take responsibility for their own learning.


CLASS INFORMATION
Course requirements should be listed here describing assignments, quizzes, tests, papers, projects, etc.  Considerations might be given to types of tests, if you require papers to be typed, specific criteria for any assignment, due dates, and participation points.

Methods of Grading and Evaluation should also include how the student will be evaluated on the basis of his/her performance on the items listed above. These descriptions should include points, percentages, if a curve is used, scale (90-100=A), how many points are available in semester, incentive or performance points, and opportunities for extra credit.

EXAMPLE:

Methods of Grading and Evaluation 

The student will be evaluated on the basis of his/her performance on the following: 

Hands-On Computer Assignments (20%) 

These assignments are found at the close of each chapter and are referenced in both the Course Schedule and the weekly assignment instructions. Each week some of these lesson projects will be assigned. These exercises will focus your practice on the concepts and needed skills introduced in the chapter. 




Quizzes (25%)
Quizzes that will help to determine the level of understanding of the given competencies are an essential part of the learning activities for the course. These quizzes are designed to check for understanding of the stated competencies and to direct the student toward weaknesses to be addressed prior to taking the Unit Exam. Quizzes are assigned in approximately two week increments. 
Unit Exams (25%)
At the close of each unit (except the PowerPoint unit) an exam is required. Each of these unit exams will have two parts: 1) a traditional type exam with multiple choice, matching, completion or short answer questions; 2) a hands-on exam in which the student will show mastery of the course competencies for that unit of study. The hands-on exam will be completed using the SAM website. 

Final Exam (30%)
The final exam is a comprehensive exam and, like the unit exams, will have two parts: a traditional part and a hands-on part that uses the SAM website. The available dates to take the hands-on portion of the final are posted in the Course Schedule. The hands-on final exam must be completed in two hours or less and the textbook cannot be used. Personal notes may be used during the exam. Printouts of the unit exams or pages copied from the textbook may not be used.


	Computer Assignments
	20%

	Quizzes
	25%

	Unit Exams
	25%

	Final Exam
	30%


Grading Scale: 

	100%-90%
	A

	89% - 80%
	B

	79% - 70%
	C

	69% - 60%
	D

	59% - 0%
	F


Class Schedule

The class schedule may be organized by week or by session. If the instructor chooses to describe learning activities for each class session, the heading in the first column should be changed to Session and additional lines will be needed at the bottom of the table. The template is set for the table border to print, but it is the instructor's option to change those to non-print borders. 

EXAMPLE:
Class Schedule:
	Week
	Date
	Learning Activities

	1
	August 21
	· Discuss course syllabus

· Lecture - Chapter 1 - What is Psychology

· Reading Assignment for Session 2 - Chapter 2

	2
	August 28
	· Test Chapter 1 - What is Psychology

· Lecture Chapter 2 - Psychology Scientific Methods

· Reading Assignment for Session 3 - Chapter 3

	3
	September 4
	· Test Chapter 2 - Psychology Scientific Methods

· Lecture Chapter 3 - Biological Foundations

· Reading Assignment for Session 4 - Chapter 5

	4
	September 11
	· Test Chapter 3 - Psychology Scientific Methods

· Lecture - Chapter 5 - States of Consciousness

· Reading Assignment for Session 5 - Chapter 6

· Project 1 due

· Unit Exam


INSTITUTIONAL POLICIES
The institutional policies are a part of the template and are not to be deleted from the syllabus. They include Attendance, Academic Integrity, Incompletes, and Disability Services information. 
Attendance
Students are expected to attend all scheduled class and examination meetings.  Students are also expected to maintain satisfactory progress in each of the classes in which they are enrolled.  Thus, whenever absences become excessive and, in the instructor’s opinion, minimum course objectives cannot be met due to absences, the student may, at the discretion of the instructor, be withdrawn from the course. If a student is withdrawn by the instructor for excessive absences, a grade of “WT” (withdrawn by teacher) will be recorded on his/her permanent record.  Instructors are responsible for clearly stating their attendance policy and administrative drop policy in the course syllabus, and it is the student’s responsibility to be aware of those policies.

Procedural Clarifications
1. Students should not miss class for any reason other than a college activity or an emergency, as determined by the instructor (i.e., death in the family, health).

2. Student absences for approved college activities will not accrue as excessive absences.

3. Students will be allowed to make up work missed as a result of college approved activities.

4. Students will make up work before the absence for the approved college activity or within one week after returning to class.  Students will check with each instructor prior to the absence to arrange for make-up times.

5. Activity sponsors will publish a timely list of students who will be absent because of an approved college activity.
Academic Integrity
Butler Community College defines academic integrity as learning that leads to the development of knowledge and/or skills without any form of cheating or plagiarism.  This learning requires respect for Butler’s institutional values of quality, service integrity, and caring as well as its Learning College Principles.  All Butler students, faculty, staff, and administrators are responsible for upholding academic integrity.  

Cheating is giving, receiving, or using unauthorized help on individual and group academic exercises such as papers, quizzes, tests, and presentations through any delivery system in any learning environment.  This includes impersonating another student, sharing content without authorization, fabricating data, and altering academic documents, including records, with or without the use of personal and college electronic devices.

Plagiarism is representing or turning in someone else’s work without proper citation of the source.  This includes unacknowledged paraphrase, quotation, or complete use of someone else’s work in any form.  It also includes citing work that is not used and taking credit for a group project without contributing to it.   

Faculty members have discretion in handling student violations of the academic integrity policy, but faculty members must consult with their deans or administrators.  Faculty members must inform students of violations and their consequences in writing.  Students who violate the academic integrity policy will sustain academic consequences set by faculty members, which may include, but are not limited to:

· A warning.

·  A zero or failing grade on the academic exercise with repetition of the exercise allowed for reduced or the same amount of original credit.  

· A zero or failing grade on the exercise with no repetition allowed.

· A failing grade in the course and removal from it.

Students who violate the academic integrity policy are also subject to administrative consequences, which may include, but are not limited to:
1. Reprimand.

2. Probation.

3. Being barred from the course and/or program.

4. Reduction or cancellation of a college scholarship.
5. Suspension from college activities.

6. Suspension from the college for a set time.

7. Expulsion from the college.

Students will be informed of administrative consequences in writing.

Students who have been accused of academic integrity violations may follow the Academic Appeals process listed under Student Grievance Procedures.  This process assures due process and procedure.  Generally, if dissatisfied with the consequences set by faculty members, students may appeal in writing to appropriate deans or administrators.  If dissatisfied with the dean’s or administrator’s decision, students may appeal to the Student Review and Appeals Committee, which consists of student and faculty representatives and the Vice President for Student Services.  If dissatisfied with the Student Review and Appeals Committee’s decision, students may appeal to the Vice President for Academic Affairs, whose decision is final.  Students will be notified of appeal results in writing.   

Incompletes
If a student who has been making a passing grade cannot complete the work in a course due to illness (or other sufficient reason), an instructor, at his/her discretion, may enter an "I" temporarily on the student's record at the end of the term when the final grade roster is submitted.  It is the student's responsibility to initiate the verbal or written contract with the instructor.  The "I" will change to an "F" if the work is not completed within the first 6 weeks of the following semester (excluding summer), unless an extension of time is granted by the agreement of the appropriate dean and the instructor of the course.  The student is entirely responsible for completing the work which will remove the "I."

Disability Services Statement
Anyone needing information concerning special needs should contact your instructor after class or the Disability Services Coordinator, at 322-3321 or 733-3321.

INSTRUCTOR POLICIES
The policies that are unique  for each instructor should be included.  The required policies are attendance, late/make-up work and drops.

EXAMPLES:
Attendance

College policy states that attendance at each class session is expected.  This is very important for your progress in the course.  Class will start promptly as designated and attendance will be taken during each class session. Any student who misses nine hours of classes will not be allowed to return to the class.  The student will be advised to drop the course. The instructor will not drop you from the course.
Late/Make-up Assignments
All assignments are expected to be submitted by the due date. The due date and time is stated clearly in the syllabus. Late assignments will be accepted with a reduction in grade until one week after the due date.  Late assignments will receive a grade no greater than 80% of the original point value. Late assignments after that point will not be accepted unless extreme circumstances are present. The instructor will deal with these cases on an individual basis, but notification of the circumstances must be received prior to the due date of work assigned.

Drops

If it becomes necessary to drop the class, it is the student’s responsibility to officially drop by seeing an advisor or via Pipeline.  Failure to attend class without dropping will result in the grade earned, including 0's for missed work. The instructor will not drop students from the class.

DEPARTMENTAL POLICIES
Include policies that are specific to the department. These are provided by the lead instructor.

Saving and Submitting the Syllabus
1. If you use Word to process the file, a .doc file type should be used. If you use any other word processor (i.e.Works, WordPerfect) use the .rtf file type. The file name will be in the following format: course number_CRN_semester, last name, first name (i.e. BA104_2423_201080_jones_suzie) The 201080 indicates the syllabus is for the Fall 2010 semester.

2. Instructors are strongly encouraged to keep a back-up file of the syllabus.

3. Send an electronic copy of the syllabus via e-mail attachment to 

syllabus@butlercc.edu 


no later than the first scheduled day of the class.

4. If you need assistance in using the Butler syllabus template, contact one of the following:

· Bob Meyer, 



Director, Faculty Development
316.218.6262

Lead Instructors (see the Faculty Handbook)
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