LOS MEDANOS COLLEGE  Office of Instruction
January 7, 2009

TO:

All Faculty
FROM:
Kiran Kamath, Gil Rodriguez, Richard Livingston
RE:

First Day Handout – Course Syllabus

A course syllabus (first day handout) is required for all sections. Below is a suggested outline for content to include in a syllabus. There are many good reasons for a clear and comprehensive course syllabus but a critical reason for this reminder is to include weighting in the grading criteria (and therefore prevent messy grade appeals). Another reason is to clearly state expected behavior by students and to indicate that this section of the syllabus may be considered the warning step in the procedure for dealing with student conduct. A copy of your syllabus should be submitted to the office of instruction by the first day of your class meeting.

CONTENT AND FORMAT FOR COURSE SYLLABUS
Course Information
· Title and course number

· Department

· Number of units

· Semester

· Meeting time and location
· Materials fee (if applicable).

Instructor Information
· Name of instructor

· Office address and phone number

· Email address

· Office hours

· Preferred method of contact
Bibliography
· Required texts and articles

· Recommended texts and articles

· Where to locate or purchase
Course Calendar or Schedule
· Sequence of course topics with tentative (or firm) dates

· Due dates for assignments, exams

· Readings (including optional) and other preparations
List of Exams and Course Assignments
· Nature of assignments and exams

· Deadline or test date
Evaluation Methods
· Grading procedures for assignments and exams

· Procedure for determining final grade

· Components of final grade

· Weighting of components

· Use of the plus/minus scale

Course Policies
· College-based policies  (such as academic dishonesty, expected behavior, etc)

· Departmental policies

· Course-specific policies (such as attendance, late work, collaborative work, etc)

· Statement on accommodations
Course Resources

· Labs, Reading/Writing Center, tutoring, counseling, study skills courses, library, etc.

You may find that you wish to include additional topics.  These topics can strengthen the syllabus to more clearly serve its purposes -- especially its use as a learning tool.  

Introduction to the Course
· Overview of course material

· Connection to overall program

Course/Instructor Philosophy
· Philosophy on teaching and learning

· Conceptual structure used to organize the course and why it is organized so
· All students are expected to succeed in the course
Prerequisites
· What classes they should already have had or what they should know to succeed

· What they should do if they don’t meet the prerequisites
Student Learning Outcomes
· What knowledge students should demonstrate at the end of the course
· What skills students should demonstrate at the end of the course
Teaching and Learning Strategies
· Format of class

· Required activities: wide-variety of instructional techniques and resources
· Recommended activities; expectation of active participation by all students
· Suggested learning strategies
Connection to Student’s Cultural and Historical Backgrounds

· Statement on the valuing of diversity

· Culturally inclusive materials

· Relevance of course to student’s socio-cultural realities
Submit a copy of the syllabus to the Office of Instruction
Once you have written the syllabus, have others read it for feedback as to its clarity, completeness, and tone.

Once class begins, how do you best use your new syllabus? 
While there is no one particular rule to follow, there are a few suggestions that have been collected from instructors who use syllabi successfully.

· Hand out the syllabus on the first day of class.  When you do this you set the tone for the course.  The syllabus lets students know you have completed your preparation and intend to present an organized course.

· Review and discuss the syllabus with your students.  Be prepared to answer questions about your testing and grading policies, and other matters of concern to students.  

· Duplicate more copies than you have students.  Be prepared to replace lost syllabi, and have copies made for students enrolling late.

· Put a copy of the syllabus on the course website.  Take advantage of the web and provide hyperlinks to resources to which the syllabus refers.

