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SAMPLE SYLLABUS FOR CLA COURSES

Items in blue are comments for instructors and are not for reproduction for students.

Items in red are required:  Fill in your own content.

Items in green are examples; you may use or modify as you see fit.

Please put all the red items through Course Policies in your syllabus in this sequence on the first page of the syllabus.  

Name of Department / Title of Course / Number of Course

Semester / Year

Name of Instructor

Days and times of course meetings (e.g., ,MWF at 10:40 to 11:30)

Dates and times of any special sessions, field trips, screenings, etc.

Office Address of Instructor

Instructor's Office Telephone

Instructor's E-mail address and/or website

Any guidelines about contacting the instructor (how quickly you will respond to e-mail, when you may be reached by phone, etc.)

Instructor's Office Hours (days of the week / times / location):  See me during office hours for any problem related to our course or to your completion of any assignment for our course.

If this is one of many sections of a course, indicate here the name of the course supervisor to whom students should go if they have questions or difficulties with their section instructor. 

Prerequisites, Co-requisites, any special skills required for participation in this course: The prerequisite of this course is ________________, the equivalent, or permission of the instructor.

Disability Statement: This course is open to all students who meet the academic requirements for participation.  Any student who has a need for accommodation based on the impact of a disability should contact the instructor privately to discuss the specific situation as soon as possible.  Contact Disability Resources and Services at 215-204-1280 in 100 Ritter Annex to coordinate reasonable accommodations for students with documented disabilities.   Please use this text without modifications! 

Statement on Academic Freedom: Freedom to teach and freedom to learn are inseparable facets of academic freedom. The University has adopted a policy on Student and Faculty Academic Rights and Responsibilities (Policy # 03.70.02) which can be accessed through the following link: http://policies.temple.edu/getdoc.asp?policy_no=03.70.02.  Please use this text without modifications!
Course Goals and Methods

Welcome to our course.  Upon completing this class, students should be able to:  

(list of goals here, such as these:

· Analyze arguments in our discipline

· Recognize and understand ideological bias in these arguments

· Construct your own arguments, using data / evidence appropriately  

Instructors should make sure course paper assignments, tests, projects, exams are consistent with the course goals listed here.

In this course, students learn by reading and reflecting on the assigned texts, listening thoughtfully to the instructor's lectures, participating in class discussion, asking questions, and writing papers.

Required and Optional Texts
Required:
(May be purchased where?  On reserve where?)
List of books here

Optional:
(May be purchased where?  On reserve where?)
List of books here

Course Policies

This class meets 3 hours a week.  Students can expect 4 to 6 hours of preparation (reading, reflecting, preparing written assignments, reviewing notes, preparing for tests, etc.) per week.
This class has numerous assignments to be completed on the internet that will require a fast connection (working with internet based video and audio-files).  These assignments can be completed in any campus computer lab and on any computer in a networked dormitory, but they cannot be completed on computers with a dial-up modem connection.

Note carefully the dates for quizzes, tests and the final examination as listed on this syllabus. If you miss a quiz, test or exam without a valid excuse (illness, family emergency), you will receive a zero for this test.  It is your responsibility to inform the instructor of your absence BEFORE the scheduled test.  

Policy on Religious Holidays:  If you will be observing any religious holidays this semester which will prevent you from attending a regularly scheduled class or interfere with fulfilling any course requirement, your instructor will offer you an opportunity to make up the class or course requirement if you make arrangements by informing your instructor of the dates of your religious holidays within two weeks of the beginning of the semester (or three days before any holidays which fall within the first two weeks of class). 

Policy on Cell Phones:  Cell phones, pagers and beepers must be turned off during class except with special permission from your instructor.
Attendance Policy:  As you can see from the Class Participation and Course Grading Formulas, attendance is very important to your success in this class. You will be excused your 3 lowest class participation grades (which could be absences) in the course grading process, but no more. For every 3 absences (for a class meeting 3 times a week, 2 absences for classes meeting fewer than 3 times a week) beyond the first three absences, your course grade will be lowered by one letter grade (e.g., from B- to C+.)  Absence due to illness still means that you are not participating in class. (Use your three "free" absences for illness!)  If you are sick, you can still get your homework points by turning in your homework with a friend; in addition, if you turn your homework in even when you can't attend class, you can get 1 class participation point for that day It is your responsibility to keep track of your absences to know when you are in danger of incurring the absence penalty.  Keep track of your own absences on the student record sheet so you can monitor your grades for the course.  Students with an emergency (e.g., death in the family, illness, automobile accident) may have an excused absence, but if such absences amount to more than 20% of class hours for the semester, students should consider the possibility of withdrawal from the class.

Instructors may establish their own attendance policies as they see fit, but they must include these policies in writing in their course syllabi.

Policy on Academic Honesty:  The section in italics is quoted verbatim from the Temple University Bulletin for 2006-2007.

We recommend that instructors make expectations on academic honesty clear; the Temple University Writing Center recommends that instructors include a policy on academic honesty in course syllabi to make sure students understand course expectations.  Instructors should not assume that students know what they mean by plagiarism or that students know how to incorporate material from sources into their papers.

Temple University believes strongly in academic honesty and integrity. Plagiarism and academic cheating are, therefore, prohibited. Essential to intellectual growth is the development of independent thought and a respect for the thoughts of others. The prohibition against plagiarism and cheating is intended to foster this independence and respect.

Plagiarism is the unacknowledged use of another person's labor, another person's ideas, another person's words, another person's assistance. Normally, all work done for courses -- papers, examinations, homework exercises, laboratory reports, oral presentations -- is expected to be the individual effort of the student presenting the work. Any assistance must be reported to the instructor. If the work has entailed consulting other resources -- journals, books, or other media -- these resources must be cited in a manner appropriate to the course. It is the instructor's responsibility to indicate the appropriate manner of citation. Everything used from other sources -- suggestions for organization of ideas, ideas themselves, or actual language -- must be cited. Failure to cite borrowed material constitutes plagiarism. Undocumented use of materials from the World Wide Web is plagiarism.

Academic cheating is, generally, the thwarting or breaking of the general rules of academic work or the specific rules of the individual courses. It includes falsifying data; submitting, without the instructor's approval, work in one course which was done for another; helping others to plagiarize or cheat from one's own or another's work; or actually doing the work of another person.

Students must assume that all graded assignments, quizzes, and tests are to be completed individually unless otherwise noted in writing in this syllabus.  I reserve the right to refer any cases of suspected plagiarism or cheating to the University Disciplinary Committee; I also reserve the right to assign a grade of "F" for the given paper, quiz or test.

Some instructors print the text on academic honesty and integrity also on a separate piece of paper requiring students to sign in acknowledgment of having receiving this information.  They collect these signed agreements and keep them with course paperwork in case an academic dishonesty problem comes up.
Controversial Subject Matter [only if applicable]:  [again, this is an example] In this class we will be discussing subject matter that some students may consider controversial.  Some students may find some of the readings and/or comments in class (or in discussion conducted through a Blackboard forum) very challenging.  Our purpose in this class is to explore this subject matter deeply and consider multiple perspectives and arguments.  Students are expected to listen to the instructor and to one another respectfully, but of course are free to disagree, respectfully, with views expressed in class, in electronic discussions through Blackboard, or in readings.   

Course Grade
The course grade for this course will be determined according to the following formula:

THIS IS ONLY AN EXAMPLE:

Class Participation
15%

Homework / Class Preparation
15%

Quizzes

10%

Tests

20%

Final Examination
20%

Written Papers

20%

Letter grades for the entire course will be assigned as follows:  

92.5% and higher = A

90.0 – 92.49% = A-

87.5% - 89.99% = B+

82.5% - 87.49% = B


80% - 82.49% = B-

77.5% - 79.99% = C+

72.5% - 77.49% = C

70% - 72.49% = C-


67.5% - 69.99% = D+

62.5% - 67.49% = D

60% - 62.49% - D-

59.99% and lower = F.

For other grading scales, see http://www.temple.edu/tlc/handouts/Grading%20Scales%20Examples.pdf
ATTENDANCE AND CLASS PARTICIPATION POLICIES

THIS IS ONLY AN EXAMPLE, but you must have a policy on attendance and class participation.

Class Participation will be graded on a daily basis according to the following formula:

5 points
Present, Fully Prepared, Contributing, and On Time

4 points
Present and Partially Prepared and Contributing

3 points
Present but Completely Unprepared

0 points
Absent

Lateness Penalties for Daily Participation Grade

1 point
Lateness penalty up to 10 minutes late

2 points
Lateness penalty 11 to 30 minutes late

3 points
More than 30 minutes late

Present, Prepared and On Time does not mean that the student can answer every question correctly in class discussion: it merely means that the student is prepared to attempt to answer every question based on the previous evening's homework assignment and ready to engage in conversation based on that work.

Partially Prepared means that the student has demonstrated that she/he has not completed the given day's assignment completely, although some of the assignment was completed.

The lowest 3 grades for class participation will be eliminated in the grading process.

Instructors should have an objective way to evaluate class participation on a daily or weekly basis, rather than resorting to posting a grade for class participation once a month or once a semester based on impressions.  The proposed policy (above) is not difficult to apply if instructors assume that all students in a class earn a 5 for class participation for every class until they prove otherwise by their performance in the given class. 

Homework / Class Preparation will be graded according to the following scale:

5 points

Submitted on time and completed with excellent quality

4 points

Submitted on time and completed with reasonable quality

3 points

Submitted on time, but completed with poor quality

0 points

Not submitted

It may be best to avoid the term "effort" for this and other aspects of grading because some students can do an excellent job having put in little effort, while others pour in a lot of effort and still do a poor job.  Instructors can only grade the work, not the effort, because we can't fairly assess the effort of each student as the effort is often invisible to us.

Homework is due at the beginning of each class.  No late homework will be accepted without a legitimate excuse (illness or family emergency). If you know that you will have to miss class on a particular date, submit your homework assignment in advance and you will still receive the homework points for that day as well as one (1) class participation point for that day.  The lowest 3 grades for homework will be eliminated in the grading process. The semester grade for homework will be the percentage of total homework points earned (out of the total homework points possible).

By requiring homework to be submitted at the beginning of class, instructors can prevent students from doing homework during class.

Quizzes will be given in every class session at the beginning of class. Students who are late to class miss the quiz and will not be given the opportunity for a make up.  Quizzes will consist of 6 multiple choice or fill-in-the-blank questions as follows:  four questions will be based on the reading assignment for class that day and 2 questions will be based on the discussion of the previous class session.  Students may use handwritten notes while taking these quizzes, but may not use any printed materials or books.  Therefore, students are encouraged to take notes on their readings and notes during class discussions.  Quizzes are graded on a pass/fail basis: students must answer four questions correctly (out of 6) to be given a grade of pass.  The quiz grade for the semester will be based on the percentage of quizzes passed out of all the quizzes given during the course of the semester.

Such quizzes are not time consuming to create or grade, but they have a significant impact on getting students to read for class and to read thoughtfully (taking notes).

Tests will be 50 minutes (one class period) in length and will consist of several different kinds of tasks similar to those we will have done in class.   More detailed information will be provided in advance of each test. There will be three tests during the course of the semester.

Other graded assignments (oral presentations, group or individual projects, reflection journals, and so forth):  See the handouts from the Temple University Teaching and Learning Center for sample assessment rubrics: http://www.temple.edu/tlc/handouts/2005_2006_handouts.htm

The Final Examination will be 2 hours in length and will consist of the same kinds of activities and tasks represented on the tests.  More information will be provided by the end of the semester.

Papers: There will be __ writing assignments in this course, and they will count for a total of __% of your grade as follows:

Paper #1: Response to Reading __%

Paper #2: Literature Review __%

Paper #3: Final report on research __%

 

If all of the papers in your course will be assessed according to the same general criteria, you should describe these criteria in your syllabus.  (For examples of several different approaches to establishing grading criteria, please see the Writing Center website <http://www.temple.edu/wc/assessing> .) However, if you are assigning several papers, and the grading criteria for each paper differ, you might consider including full descriptions of each assignment (including grading criteria) as appendices to the syllabus.

Instructors may wish to recommend that your students consider handouts available from the Writing Center at http://www.temple.edu/writingctr/student_resources/handouts_main.htm, including the handouts on citation (APA, Chicago, MLA documentation) at http://www.temple.edu/writingctr/student_resources/sr_citation.htm.

See also the Writing Center's Seven Ways to Prevent Plagiarism (for instructors) for thoughts about paper assignment design to reduce plagiarism: http://www.temple.edu/writingctr/faculty_resources/faculty_plagiarism_prevention.htm 

Papers must be submitted through blackboard / turnitin.com AND in hard copy in class on the due date indicated in the syllabus.  Failure to submit by the deadline either through turnitin.com or in hard copy in class will constitute late submission.

Late papers will be penalized 5 points for each day late. Please be sure to identify your late paper policy if you assign any graded papers or projects.

Schedule of Class Topics and Assignments:  Instructors may wish to elaborate this plan of readings and assignments to correlate it closely with course goals, identifying objectives for each class session.  This correlation may or may not be provided explicitly on the course syllabus.
It's best to provide actual dates, e.g., Mon. 23 Sept. to make your deadlines crystal clear to all students.  

Instructors may choose to sequence the schedule of Class Topics and Assignments before course policies in the syllabus document if they wish.

Week 1:
Topic 1

Class 1: 
Read chapter 1, pp. 3-25

Class 2:  
Read chapter 1, pp. 26-41

Class 3:  
Read chapter 1, pp. 41-53



Submit for homework, in writing, answers to questions on pp. 54-55

Week 2:
Topic 2

Class 1:
Read chapter 4, pp. 217-241

Class 2:
Read chapter 4, pp. 241-254; in class today we will also discuss paper topics for first paper

Class 3:
Read chapter 4, pp. 255-272



Submit for homework, in writing, answers to questions on p. 273-274

Week 3:
Topic 3

Class 1:
Read chapter 2, pp. 57-72

Class 2:
Read chapter 2, pp. 73-89

Class 3:
Read chapter 2, pp. 90-105



Submit for homework, in writing, answers to questions on p.. 106-107

Week 4:
Review and Test 1

Class 1:
Read article by Smith and Jones in coursepack or on Blackboard in readings section

Class 2:
Complete sample test in coursepack and come to class with questions; in class we will work in groups to analyze and "grade" student responses to the sample test

Class 3:
Test 1
Week 5:
Topic 4

Class 1:
Read chapter 7, pp. 315-341



Paper 1 due today: submit through Blackboard / turnitin.com and in hard copy in class

Class 2:
Read chapter 7, pp. 342-361

And so forth
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