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CREATING A SUCCESSFUL SYLLABUS 
Principles of Good Course Design
1. Identify the goal of the course.  Where does it fit in your department, campus, or disciplinary curriculum?  What should students get out of this course?
2. Develop learning objectives that fit the goal.  Think with the end in mind:  What will students be able to do when they have successfully completed the course?  Objectives should be behavioral and measurable.
3. Select assessment tools to fit the objectives.  What you assess tells the students what you think is important.  Make sure that your assessments are in line with your objectives.
4. Design your class sessions to help students meet the course objectives.  Be prepared to explain and demonstrate to the students how class activities will contribute to meeting the goal of the course.
Elements of a Good Syllabus

Basic course information

Course number, name, section #, CRN#, credit hours, day/time, room, course URL

Instructor information

Name, position, office location, office hours, phone(s), email

Course description, including goals and learning objectives

· A general description of the course, including where it fits in the curriculum and any prerequisite courses, knowledge, or skills

· The goal is the larger purpose of the course – e.g., 
This course will prepare you to ….

This course is an introduction to the discipline of ….

· Learning objectives state the knowledge, skills, and abilities that students should gain from successfully completing the course.  Learning objectives should be stated in behavioral terms – e.g., 

At the end of this course you will be able to ….

Students who successfully complete this course will demonstrate understanding of … (subject matter, theories, processes, etc.)  by … (describing, explaining, applying, analyzing, evaluating, etc.) ….
· If the course fulfills a general education requirement, include that information here.

Course requirements

· Books and any other materials the students must purchase

· Assessments:  number and description of required assignments, projects, exams, etc.

· How those assignments will be evaluated

· Provide rubrics if at all possible

Course policies

· Grading policy and scale
· Attendance policy

· How assignments should be submitted; policy on late work

· Safety issues (if applicable)

· Plagiarism and academic misconduct

Civility statement/Ground rules for discussion

· State that disagreement and debate is a norm in college classrooms, but civility is necessary.  State any other ground rules that apply.  Here is a suggested statement:

Each person in this course has unique prior experiences and a unique viewpoint to share.  This offers a great opportunity for us to learn from each other.  Though disagreement and even conflict may occur, I expect your cooperation in maintaining an atmosphere of mutual respect.  When participating in discussions, it is perfectly acceptable to have strong opinions – in fact I encourage you to do so.  I also encourage you to discuss your own personal experience and relate it to that of others.  In the process, however, I expect you to respect the basic intelligence and humanity of each participant in the discussion.  Conflict is not necessarily a bad thing, as long as there is a commitment to mutual respect.  Hateful and demeaning speech will not be tolerated.
Diversity and nondiscrimination.  Statement from the IPFW Student Handbook:

IPFW is committed to maintaining a community that recognizes and values the inherent worth and dignity of every person; fosters tolerance, sensitivity, understanding, and mutual respect among its members; and encourages each individual to strive to reach his or her own potential.  In pursuit of its goal of academic excellence, the university seeks to develop and nurture diversity.  The university believes that diversity among its many members strengthens the institution, stimulates creativity, promotes the exchange of ideas, and enriches campus life.  IPFW prohibits discrimination against any member of the university community on the basis of race, religion, color, sex, age, national origin or ancestry, marital status, parental status, sexual orientation, disability, or status as a disabled or Vietnam-era veteran.
Special needs    The following statement is suggested:

If you have a disability and need assistance, special arrangements can be made to accommodate most needs.  Contact the Director of Services for Students with Disabilities in Walb 113 (260 481-6658) as soon as possible to work out the details.  Once the Director has provided you with a letter attesting to your needs for modification, bring the letter to me.  For more information, please visit the website for SSD: www.ipfw.edu/ssd/ 
Other services for students   You may wish to refer students to the following:
· Center for Academic Support & Advancement (CASA)   KT G23   481-6817 www.ipfw.edu/casa  study skills development, tutoring, STEPS short courses, supplemental instruction, ESL

· The Writing Center
KT G19  481-5740    www.ipfw.edu/casa/writing
peer tutors who can help with all phases of the writing process

· Information Technology Services Help Desk   KT 206  481-6030   www.its.ipfw.edu/helpdesk  information on all aspects of computing at IPFW; hardware and software support (including WebCT); student e-mail accounts 
· Center for Women and Returning Adults
  Walb 120   481-6029  www.ipfw.edu/cwra/
workshops, support groups, counseling, and other programs
· Diversity and Multicultural Affairs  Walb 118  481-6608 www.ipfw.edu/mcul/mcshome.htm skills workshops, support groups, diversity training, counseling, mentoring, cultural heritage programs; ASAP program  
· International Student Services   KT 108B  481-6034  http://www.ipfw.edu/iss/
visa and INS issues; help with housing, counseling  

· Academic Counseling & Career Services  (ACCS)  KT 109  481-6595 www.ipfw.edu/accs/
job listings, career testing and planning, employer interviews and placement, resumé preparation, job search strategies, student employment service; will visit your class   

· Helmke Library Service Desk       481-6505         www.lib.ipfw.edu
reference librarian help, books, journals, reference, interlibrary loan; reserve readings for courses:  Reserves Express (REX):   www.lib.ipfw.edu/rex/
· Dean of Students office
Walb 111   481-6601   www.ipfw.edu/dos/
student health insurance, mentoring, grade appeals; free short-term personal counseling and support    

Tips for success
If you have experience teaching this class, share with students strategies used by successful students in the past.  If you don’t know for sure, ask colleagues who have taught your course or courses at that level.

Student expectations of the instructor

You’ve told students what you expect of them; it’s only fair to let them know what they can expect of you.  Possible topics include:   enthusiasm, knowledge, availability, organization, major responsibility for the learning environment, extent of flexibility, special areas of expertise.
Important dates

List relevant dates from the university calendar. (Source: online or on the back of the Schedule of Classes).

· Holiday breaks
· Last day to withdraw
· Final exam week/last week of classes
Course calendar/Schedule of class activities
List all the important dates for your class:  assignment due dates, exams, other activities.  Post these dates on your WebCT course calendar.
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