Faculty should provide a syllabus to all students in their course on the first day of class. The
College’s standards for a syllabus are detailed in Appendix Q. A copy of each syllabus should be
submitted to the faculty member’s department.

Standard Syllabus
The syllabus for a course should contain the following information as a minimum:

1. Name of course, course number, section number
2. Instructor information (name, office location, email address)
a. Optional: Office phone number, other methods of contact, instructor’s website
Office hours
4. Class meeting time and days
Optional: room number
5. Required materials (give specific editions)
Calculation of final grade (give the breakdown for assignments, exams, participation,
etc.)
Late assignment policy and make-up policy
Attendance policy
Course Outline (topics to be covered in order)
0 Learning outcomes for the course
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Please be explicit in the course syllabus about what is expected of students during the course. A
syllabus functions as a form of contract between you and your student. When the requirements
and expectations are stated clearly, and a student chooses to remain in a course, the student may
be presumed to have consented to the terms you have set for successful completion of the course.
And you, in turn, should adhere as close as possible to the requirements you have stipulated.

Please submit copies of all syllabuses to your Department. All syllabuses will need to be
available for accreditation purposes.

Please note that the College bulletin includes a standard grading scale that we say that we use as
an institution. It is found under “Academic Policies and Procedures.”

A 93-100 C73-76.9
A-90-92.9 C-70-72.9
B+ 87-89.9 D+ 67-69.9
B 83-86.9 D 63-66.9
B- 80-82.9 D- 60-62.9

C+ 77-79.9 F Below 60



