Sample Annotated Syllabus

1. Course Title and Identification

· Course Name (as it appears in the catalog)

· Prefix & Course Number (Art 210, ENG 480, etc.)

· CRN (Four digit number unique to each class section)

· Term (Summer, Fall, Winter, Spring) and Year

· Schedule (days and times class meets)

· Location (building, room number, field trip locations, etc.)

2. Instructor Information

· Instructor’s Name

· Office location

· Phone number

· E-mail address

· Preferred method of contact (email, etc.) 
Note: Expectations for response time (e.g., email will be responded to within n hours)

· Office hours 

3. Course Description

At minimum the course description is the same as catalog description. If the course is a University Studies course, the syllabus should specify the strand and note outcomes as required for the strand. 

4. Course Goals or Outcomes

Describes what you want students to know or be able to do after completion of the class. Learning outcomes are reflected in your assignments and student assessments, which help you determine whether the outcomes are being met or not.

5. Required Course Materials

Texts and other required reading material with publication dates. Indicate if material will be available through Library Reserve. In the case where texts are selected by the program, adjunct instructors may include additional required readings.

Include the title of the text, the author’s name, publication date and ISBN in the syllabus. List any other required materials, and post them in your Moodle course site.

6. Recommended Texts and Readings

The title of the text, the author’s name, and publication date.

7. Attendance Policy

A description of what the consequences will be for missing class. Will absenteeism negatively impact students’ grades? Check with your Chair on program policies for attendance.

8. Assignments and Expectations

General description of the types of assignments the students will have and how they will be assessed. Refer to any rubrics you will be using (providing a rubric for your assignments clarifies what your expectations are). Explain in this section how the class operates: For example, will students be required to use Moodle?

9. Class Format or Outline

A week-by-week outline of the topics that will be discussed each session, related readings, due dates for assignments and exams.

10. Grading Policy

An explanation for how grades will be computed, including the key course assignments and expectations and clarification of how those assessments will be weighted in determining the final grade. Describe the consequences for assignments turned in late (whether they will be accepted or not, if points will be taken off, etc. Check with your program Chair for program policies for grading.

11. Disclaimer

Because the syllabus is an official document of record, if you change the syllabus during the class, you must communicate any changes to all students in a timely fashion. (Your program Chair may require a consultation before substantive changes are made.) It is helpful to include a disclaimer as follows:

“This schedule may be amended from time to time depending on the pace of the class.”

12.  Required Policy Statements 

SOU requires that course syllabi contain a series of statements related to SOU Cares, disability services, Title IX, military status, and other key academic policies. The most current version of these statements is available on the CATL’s Teaching at SOU web page.
13. Other Policies as Needed

Check with your program Chair to determine whether there are any additional departmental or SOU policies that may need to be included in this section. Often departments have common policies on such issues as use of electronics in the classroom, missed examinations or late assignments.
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