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Background
The Steering Committee received a memo from Provost Carol Bresnahan regarding College policy governing the syllabus given out in each course at the start of the semester).  As the memo notes, this policy, adopted in 1986, pre-dated the academic transformation process when all courses needed to be newly approved, in part on the basis of additional information presented.  The provost indicated that certain of this additional information should also be included on each syllabus. 

Charge
Steering charged the Committee on Academic Program to reexamine and update the existing College policy on Syllabi Requirements and consider the appropriateness of requiring additional elements, such as providing on each syllabus the information required as part of the transformation course approval process.

Background to the Recommendations
CAP considered this charge in conjunction with the charge on new course approval so that the materials required in a syllabus given out each semester by individual instructors would be in alignment with the specifications in the course approval documents (course approval form, cover sheet and syllabus).  An open forum was held on October 21, 2009 to gather testimony in response to the Preliminary Recommendations.  All testimony collected at this forum and via email was considered.  Although there was concern about the recommendation to place a syllabus template on SOCS, CAP decided to keep the recommendation (see #3) that a suggested template be placed on SOCS.  Please note that recommendation 3 involves the cooperation of Information Technology to design and include a syllabus template on SOCS.
Recommendations

1. The syllabus shall be distributed in every course during the first week of the course.

2. A syllabus must include the following information, although the precise order is variable and items need not be arranged in any set number of categories:
a. The course prefix and number, catalog description, number of course units, and prerequisites (or co-requisites).  For cross-listed courses all applicable prefixes and course numbers should be on the syllabus.
b. The instructor's name, office address, College email address and office hours by specified times or by appointment [CAP notes that there is currently no College policy regarding office hours].
c. A clear listing of all required materials (such as books, lab manuals, study guides, and supplies).  A supplemental listing of recommended readings may also be appended.
d. Course requirements (including assignments, tests and examinations, projects, term papers, field trips, laboratory experiences, etc.).
e. A purpose statement including a thoughtful, reflective statement as to why the course exists, and if applicable the rationale for cross-listing the course.  It must also indicate learning goals and learning activities and how they relate to each other.  Performance goals can be referenced to specific state or accreditation standards as appropriate and should be defined in terms of specific skills students should acquire.

f. A chronological listing of topics covered with dates due for assignments, examinations, field trips, and/or laboratory experiences.  This section may include a disclaimer about precise dates and mention of the possibilities of unannounced quizzes, minor changes in requirements, and the like.  

g. Criteria for determining final grades.  These include the relative value of graded assignments, formulae for computing grades, and, if applicable, rubrics for evaluating other work.  However, it may be appropriate to inform students that more precise information on assignments and how they are to be graded will be given out later in the course.  The College Final Examination Policy can be found here: http://www.tcnj.edu/~academic/policy/finalevaluations.htm
h. A statement of adherence to TCNJ’s attendance policy with the text appended or URL for the website (http://www.tcnj.edu/~recreg/policies/attendance.html) 
Every student is expected to participate in each of his/her courses through regular attendance at lecture and laboratory sessions. It is further expected that every student will be present, on time, and prepared to participate when scheduled class sessions begin. At the first class meeting of a semester, instructors are expected to distribute in writing the attendance policies which apply to their courses. While attendance itself is not used as a criterion for academic evaluations, grading is frequently based on participation in class discussion, laboratory work, performance, studio practice, field experience, or other activities which may take place during class sessions. If these areas for evaluation make class attendance essential, the student may be penalized for failure to perform satisfactorily in the required activities. Students who must miss classes due to participation in a field trip, athletic event, or other official college function should arrange with their instructors for such class absences well in advance. The Office of Academic Affairs will verify, upon request, the dates of and participation in such college functions. In every instance, however, the student has the responsibility to initiate arrangements for make-up work. 
Students are expected to attend class and complete assignments as scheduled, to avoid outside conflicts (if possible), and to enroll only in those classes that they can expect to attend on a regular basis. Absences from class are handled between students and instructors. The instructor may require documentation to substantiate the reason for the absence. The instructor should provide make-up opportunities for student absences caused by illness, injury, death in the family, observance of religious holidays, and similarly compelling personal reasons including physical disabilities. For lengthy absences, make-up opportunities might not be feasible and are at the discretion of the instructor. The Office of Academic Affairs will notify the faculty of the dates of religious holidays on which large numbers of students are likely to be absent and are, therefore, unsuitable for the scheduling of examinations. Students have the responsibility of notifying the instructors in advance of expected absences. In cases of absence for a week or more, students are to notify their instructors immediately. If they are unable to do so they may contact the Office of Records and Registration. The Office of Records and Registration will notify the instructor of the student’s absence. The notification is not an excuse but simply a service provided by the Office of Records and Registration. Notifications cannot be acted upon if received after an absence. In every instance the student has the responsibility to initiate arrangements for make-up work.

i. A statement of adherence to TCNJ’s academic integrity policy with the URL for the website (http://www.tcnj.edu/~academic/policy/integrity.html).  The following key paragraph may also be appended: 
Academic dishonesty is any attempt by the student to gain academic advantage through dishonest means, to submit, as his or her own, work which has not been done by him/her or to give improper aid to another student in the completion of an assignment. Such dishonesty would include, but is not limited to: submitting as his/her own a project, paper, report, test, or speech copied from, partially copied, or paraphrased from the work of another (whether the source is printed, under copyright, or in manuscript form). Credit must be given for words quoted or paraphrased. The rules apply to any academic dishonesty, whether the work is graded or ungraded, group or individual, written or oral.
j. A statement of adherence to TCNJ’s Americans with Disabilities Act (ADA) policy with the URL for the website (http://www.tcnj.edu/~affirm/ada.html ).  The following statement may be appended: 
Any student who has a documented disability and is in need of academic accommodations should notify the professor of this course and contact the Office of Differing Abilities Services (609-771-2571). Accommodations are individualized and in accordance with Section 504 of the Rehabilitation Act of 1973 and the Americans with Disabilities Act of 1992.
3. A model template for the syllabus should be created and placed on each course SOCS site.

