COURSE SYLLABUS REQUIREMENTS
All faculty members in the Liberal Arts Division must prepare a course syllabus for each course to be taught.  The Liberal Arts Division is primarily responsible for maintaining a file of course syllabi. Consequently, you must submit a copy of your course syllabus for each class to the division during Faculty In-Service Week.  In addition, you must provide a copy of the course syllabus to each student at the first class meeting. The syllabus is your contract with the student.  It should include the following information: 

· Heading: COURSE SYLLABUS
· Course information: course ID, title, and ticket number

· Meeting days, times, and location
· Faculty information: instructor’s name

· Contact information: office location and office hours (full-time faculty only), college e-mail address, college phone number (full-time faculty only), college voice mailbox (part-time faculty only), and, at your option, personal telephone numbers or e-mail addresses 

· Office hours (full-time faculty only)
· Required textbooks and materials: title, author, publisher, year, edition, and ISBN

· Blackboard (if required)

· Prerequisites and co-requisites
· Course outline information: catalog description, topics, learning objectives and methods of evaluation (located online under details)

· Grading policy: scale
· Grade and instructional related grievance policy

· Late assignments 

· Attendance records and instructor drops policy (BP-5616) 

· A clear explanation of written assignments for all courses numbered 1-199 (UC or CSU Transfer) that includes information competency skills
· Dates for major assignments and midterm/exams 

· Final exam(BP 6160): day, date, time, and location 
· Schedule: topics to be covered in sequence with dates 

· Student code of conduct (BP 5401)

· Safety
· Acknowledgement of receipt of syllabus: obtain student’s signature

· Important college dates including holidays, as well as deadlines to elect CR/NC option, drop with a refund, or drop with or without a “W” grade, etc. 

