
Syllabus Instructions

For

Syllabus Template

Purpose:  The Syllabus Glossary describes the information to be included on the course syllabus template.

Code: Title:  As listed in the catalog.
Division:, Department: Identify the division and department that offer that course.

Course Description:  As listed in the catalog.  A detail of what a course description should contain as listed in the Curriculum Handbook:

The course description should include a description of course content and course competencies.  If appropriate, the course should clearly identify the audience and where it fits into the instructional sequence.  The descriptions may also provide necessary or special information about the course such as laboratories, field trips, dangerous chemicals, extra expenses or special equipment requirements, as well as any additional time requirements (such as lab hours).   Course descriptions should be written as clearly and concisely as possible.
Prerequisites: List any prerequisites for the course.  Prerequisites are stated at the end of the course description in the catalog.

Corequisites:  List any corequisites for the course.  Corequisites are stated at the end of the course description in the catalog.

Credits:  Total number of college credits approved.
Lecture Hours: Number of lecture hours per week in a 15-week semester.
Lab/Studio Hours: Number of required lab hours per week (in a 15-week semester) if applicable to course.

A scheduled lab/studio is defined as a time when a course-specific learning activity is assigned, attendance is monitored and instruction is available.  

The minimum time for 1 credit of scheduled lab/studio is 30 hours per semester.  The maximum time for 1 credit of scheduled lab/studio should be 45 hours per semester.

Clinical/Field/Work Experience: Number of required hours per week if applicable to the course, based on a 15-week semester.
The minimum time for 1 credit of clinical/field/work experience should be 45 hours per semester.  The maximum time for 1 credit or clinical/field/work experience should be 75 hours, except where mandated by external (licensing) agencies or transfer agreements. 

Required Textbooks/Materials: Text books, periodicals, and equipment students will be required to have to complete the course.

Additional Time Requirements: Open lab or other activities that the student is required to do or attend on their own (outside of homework).

Course Learning Outcomes: Clearly articulated statements of what students will to be able to do after completing the course; could be the demonstration of skills or behaviors learned in the course.  Bloom’s Taxonomy may be helpful with the wording.  Indicate in parentheses any of the core competencies that are met and assessed by each course learning outcome. For example English 122 might write:

“Students will:

· Use writing and research skills to explore ideas and solve problems  (Communication).
· Write and revise convincing papers using data to support an assertion or position (Communication, Critical Thinking and Information Literacy).”  

Grading Standard: Outline all requirements: tests, papers, quizzes, etc. and the weighting of each component.  Inform students of the grading system on the first day of class.  Do not list the detailed point value of each test, paper, attendance component, etc., if all faculty do not use the same method.  In the case where grading policies vary, provide the specific section requirements and assessment weightings in an instructor addendum.  Identify where students may access the instructor addendum.
Course Content:  Topics or information covered in the course.  Could include unit learning outcome statements (e.g., apply, analyze, evaluate, create, etc.) that identify what students will be able to do or know after completion of the unit.

Department Policies: Policies required by the department may include safety procedures, laboratory rules, cheating policies, etc.

College Policies: Use the following statement on the template:

For information regarding:

· Brookdale’s Academic Integrity Code

· Student Conduct Code

· Student Grade Appeal Process

Please refer to the BCC Student Handbook and BCC Catalog.
Notification for Students with Disabilities: - Use the following statement on the template:

Notification for Students with Disabilities:

Brookdale Community College offers reasonable accommodations and/or services to persons with disabilities.  Students with disabilities who wish to self-identify must contact the Disabilities Services Office at 732-224-2730 (voice) or 732-842-4211 (TTY) to provide appropriate documentation of the disability, and request specific accommodations or services.  If a student qualifies, reasonable accommodations and/or services, which are appropriate for the college level and are recommended in the documentation, can be approved.

Additional Support/Labs: Identify where students will be able to obtain instructor addendum, Learning Assistant location, hours, phone number, email.  Identify lab location, hours, phone number if applicable.  Identify department secretary office location, hours and phone number when applicable.  List support materials and their location.  If this includes library materials, appropriate librarian should be consulted.
Instructor addendum will contain specific information about specific class schedule and assignments, instructor information (hours, office, phone, email), grading policy, etc.  See Faculty Handbook (http://www.brookdalecc.edu/pages/163.asp).
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