Syllabus Template

Recent thesis data collection by one of our own graduates (Broadbent, 2003), has highlighted a need for us to bring some uniformity to our syllabi.  An examination of 111 Utica College syllabi for fall 2002 revealed a wide range of syllabi formats and content.  The data showed that only 23% of the syllabi included important dates. 25% had policy statements regarding missed tests, and only 30% included a disability disclosure statement.  Most students, including students with disabilities, find that a detailed syllabus is a helpful guide to being successful in the course.  There are key components that will make your syllabus a useful tool for your students. I have compiled the following information to assist you in developing your syllabus.

Recommended Syllabus Components

Course Identification Information

· Course number & Title

· Semester & Year

· Meeting Times

Instructor Information

· Professor:

· Office:

· E-mail:

· Office Hours

Course Description 

Textbook and Other Required Materials

· Required textbooks

· Recommended textbooks

Course Outcomes and/or Objectives

Course Requirements

· Assignment descriptions and requirements

· Assessment descriptions (types of tests, quizzes, papers, projects, etc.)

Policy Statements

· Attendance Policy

· Late Assignments Policy

· Make-up Test Policy

· Grading Policy

· Participation Policy

Course Calendar

· Dates

· Topics & readings

· Assignment due-dates

· Test dates

“Boilerplate Syllabus Information”

Special Needs

If you have a disability for which you are requesting an accommodation, you are encouraged to contact both your instructor and Academic Support Services, 315-792-3032 or khenkel@utica.edu.

Any student who has need of special adaptations or accommodations due to documented learning or physical disabilities should notify me within the first two weeks of class.  Instructors, Academic Support Services, and other appropriate counselors will work with you to adapt and accommodate your special needs.  Every effort will be made to help you master the course content in an effective and appropriate way.

Intellectual Honesty

Academic Dishonesty
Academic honesty is necessary for the free exchange of ideas and Utica College expects academic honesty from all students.
Academic dishonesty includes both cheating and plagiarism. Plagiarism is the intentional or unintentional use of other people’s ideas, words, and/or factual information without crediting the source. Cheating refers to both the giving and the receiving of unauthorized assistance in the taking of examinations or in the creation of assigned and/or graded class work. 
Utica College faculty are authorized to assign a wide range of academic penalties for incidents of academic dishonesty. Depending on the nature of the offense, the penalty may include a reduced grade for the particular assignment or course, a grade of F for the course, or the grade of “F for cheating” on the course. 
Incidents of academic dishonesty are reported to the Vice President for Academic Affairs who will refer any repeat offense, or any particularly egregious first offence, to the Academic Standards Committee which may recommend a more severe penalty than that imposed by the faculty member.
Writing Proficiency

Students are expected to possess and use adequate writing skills.  All written assignments should be well written and free of grammar, punctuation, and spelling errors.  Help is available in the Writing Center located in Room 216.

Math and Science Center

Peer tutors are available in the Math and Science Center located in Room 203 Hubbard Hall.

