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.

NOTE: The course syllabus is always derived from and consistent with the Course Outline.

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
· Learning outcomes
· 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, Instructor and Department policies related to management

	Course Outline
	Course Syllabus

	Comparisons

	· 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 s/he is taking. 

	· Department generated
	· Instructor generated

	· Master document
	· Legally written contract

	· Formal standard format
	· Informal format

	· Approved by Kansas Board of Regents
	· 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. TheTimes 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

Replace the word Division with the full name of the division where your course is assigned.

Provide the Course Number: (i.e. BS 160), the course name (i.e. General Psychology), and the four-digit Course Reference Number.

Replace the word Semester with the semester for which the syllabus is written (i.e. Fall 2004)

	Butler County 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 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

Learning PACT Statement: (This is provided by the LOP committee and is a part of the template.)

The information for this section appears in the course outline that can be accessed at http://www.butlercc.edu/outline. Use of 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 is printed in the college catalog or in the course outline.  The description should begin with the course number, followed by the title of the course, credit hours, prerequisites and description.  Only include a prerequisite statement if one exists.  These should be in third person.

Example:

Course Description: BA218.  The Complete Training Course for Managers.  1 hour credit.  Prerequisite: BA104 or the equivalent.  This course takes the student through a proven four-phase training model to equip him/her with a strong foundation of basic training skills.  After completing this course, the student will be able to decide confidently who, what, when, where, why and how to train.

Required Materials and Supplies: This information is included in the course outline.  If there have been changes, the citation should include author, year, title and publisher in APA style.  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 successful completion of the course.  Examples of required materials are: software, lab kits, and special clothing.

Course Objectives:

These are taken directly from the course outline.  Course objectives are written as learner outcomes in behavioral/measurable terms and have the preface statement, “At the successful completion of this course, the student should be able to:…” The outline form with numbers signifying the major objectives and lower-case letter signifying the sub objectives should be retained in the syllabus. The Topical Outline is not included.
Example:

Course Objectives:


At the successful completion of this course, the student should be able to:

1. Explain why training employees to keep pace with change is the key to success

A. List four characteristics of the changing workplace that affect training

B. List the types of training necessary to adapt to the changing workplace

C. State the training responsibilities of managers, training and development professionals and trainees

D. Describe the training model.

Class Information 

Course requirements should be listed here as a brief discussion on 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 attendance, incentive, or 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: attendance/participation, exercises and exams, and the written assignments.

(include details here about the above assignments.)

Total points determine grades and are calculated according to the Grading Scale shown below.

(Include details here about how grades are calculated.)

	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 Honesty, Incompletes, and Special Needs information. 
Instructor Policies

The required instructor policies are Attendance, Late/Make-up Assignments, and Drop. The instructor should include additional information such as handling tardies, additional information on absences, late assignments and makeup policy, and how these will affect grades. 

Attendance: If the instructor's attendance policy contains guidelines that are more specific than the institutional attendance policy, include those here.

Late/Make-up Assignments:
Drop:  This must include any information whereby you would drop a student for violation of class policy. If it is the instructor's policy to not drop students from class, this should be stated here.
Departmental Policies

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

Saving and Submitting the Syllabus

1. Save the file using either a .doc or .rtf file type. 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_200480_jones_suzie) The 200480 indicates the syllabus is for the Fall 2004 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 BCCC syllabus template, contact one of the following:

Center for Teaching Excellence Staff


Kaye Meyer


316.322.3345


Meg McGranaghan 

316.218.6202

Roberta Sheahan

316.322.3271


Jeannie Parscal


316.322.6973

Adjunct Faculty Coordinator


Bob Meyer


316.218.6262
Lead Instructors (see the Faculty Handbook)



