UNIVERSAL FACE-TO-FACE SYLLABUS TEMPLATE
The following template is intended to serve as a guide to you as you prepare your class syllabus in accordance with St. Petersburg College policies. The following template includes the components required in course syllabi, a few additional suggestions, and questions for you to consider as you prepare for your course(s). Required portions appear in bold letters for which you must use the exact language. Instructors may vary the wording for other non-bold areas although the bolded general topic area is required. You may add other information but this template includes all required basics. If an item is listed as an option or an additional resource it is not required that you use it, although it may reflect common student concerns/issues that often arise. 

INSTRUCTOR: 

Name:

Contact Information: Email, Phone, Etc.

Office Hours/Instructor Availability  

Office Location:  (if applicable)

Instructor Web Page: LINK

ACADEMIC DEPARTMENT:


Dean:

Office Location:

Office Number:

Academic Chair:

Office Location:

Office Number:

COURSE INFORMATION:
Course Description:  Provide a brief course description/overview.  Provide a link to the full course description from the C & I.

Course Goals:  List the goals of the course in terms of expected learning outcomes for the student in addition to what is included in the C&I approved Standard Course Outline.

Course Objectives: List the course objectives that will lead the student through the learning process to achieve the course goal.  Again, this would be in addition to, or a clarification of, the C&I approve course outline.  

Prerequisites (Course & Skill Set):

REQUIRED TEXTBOOK & OTHER RESOURCE INFORMATION: 

Required Text, Publisher Information:

ISBN Number:

Recommended Text or Other Reading Material:

Library:  http://www.spcollege.edu/central/libonline/.
MEETING INFORMATION: 

Course Location:

Meeting Days:

Class Times:

IMPORTANT DATES: 
Course Dates:

Drop/Add:

Withdrawal Date:

Financial Aid: http://www.spcollege.edu/pages/dynamic.aspx?id=800 
DISCIPLINE SPECIFIC INFORMATION:

In this section, you can provide discipline specific information as well as program information with links (e.g., disposition, standards, etc)

ATTENDANCE: 

The college-wide attendance policy is included in the Syllabus Addendum http://www.spcollege.edu/central/asa/addendum.htm. The policy notes that each instructor is to exercise professional judgment and define “active participation” in class (and therefore “attendance”), and publish that definition in each syllabus.  For this class, attendance is defined as………..

GRADING: 

Describe the grading system by which the student’s coursework will be assessed. Specify how assignments and other course components are weighted with regard to overall course grade.  The grading system should address opportunities for success across different learning styles and examination methods that test higher order cognitive and affective skills.  If this is a SPC College Writing Requirement course, you need to demonstrate how this requirement is being accomplished.  You will clarify your policy on late assignments as well as extra credit (If applicable).

ASSIGNMENTS:  
In this section, you may list assignments, information on the date due, scope of assignment and relative weight toward the final grade in the course. If applicable create a separate web page for the list of assignments and place a prominent link to the assignments page on the syllabus page.  In this section, you can also add any formatting requirements for assignments (i.e., APA, etc.)

STUDENTS’ EXPECTATIONS AND INSTRUCTOR’S EXPECTATIONS

Describe any rules you may have about your course or classroom in addition to what is included in the standard “student expectation” of the syllabus.  Remind students when communicating online that information is saved and stored and can be referenced.  If you wish, you can also include any copyright specific and piracy issues.  

STUDENT SURVEY OF INSTRUCTION:

The student survey of instruction is administered in courses each semester.  It is designed to improve the quality of instruction at St. Petersburg College.  All student responses are confidential and anonymous and will be used solely for the purpose of performance improvement. 
SIGNATURE PAGE:  

I have read, understand, and agree to abide fully by the parameters set in this syllabus and Syllabus Addendum.

Student Signature:                                                                          Date:
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