       SOUTHERN ILLINOIS UNIVERSITY CARBONDALE

               COLLEGE OF APPLIED SCIENCES AND ARTS

                OFFICE OF OFF-CAMPUS ACADEMIC PROGRAMS

                                                                       COURSE SYLLABUS

(course number and title)

Instructions To Faculty: This syllabus template will become available soon on the Faculty webpage at the OCAP website. The url is: http://www.siu.edu/~asaocap/gen_info.htm  Delete all items that are in a box (and the box) such as these instructions. Enter the required information where indicated. Do not alter any of the other information.

If your syllabus is available to students online enter the URL 
or let them know that it is on the site website
FACULTY:

Enter your full name, mailing address, telephone number, and e-mail address here

FACULTY CONTACT:

Enter information concerning how, when, and where students may contact you

MISSION STATEMENT:

(mission statement as per Master Syllabus)
COURSE DESCRIPTION:

(course description as per Master Syllabus)
PREREQUISITES:

(as per Master Syllabus, otherwise enter NONE)
PREREQUISITE TO:

(as per Master Syllabus, otherwise enter NONE)

COURSE OUTCOMES:

Course Outcomes/Objectives 
TOPICAL OUTLINE: (with percentages)
REQUIRED TEXTBOOK:

Enter full information for each required textbook in accordance with APA 6th ed. format

Author’s Last Name, First Initial, Middle Initial. (Date of publication). Title is italicized (ed.). Where published: 

Publisher. [see Appendix 3-A, Publications Manual of the American Psychological Association, 5th ed.]

REFERENCES:

Aaron, J.E. (2006). The Little, Brown compact handbook, (6th ed.). New York: Addison-Wesley.


American Psychological Association. (2001).  Publications manual of the American 



Psychological  Association, (5th ed.).  Washington, D.C.: Author.


ATTENDANCE:

The faculty of Southern Illinois University Carbondale affirm the importance of prompt and regular attendance on the part of all undergraduate students. Quality instruction clearly depends upon active student participation in the classroom or its equivalent learning environment. This concept is further expounded upon in the Southern Illinois Carbondale Catalog.
An attendance policy, determined by each faculty member, is required. The policy must be specific, faculty must keep attendance records, and the policy must be applied equally to all students. If make-up work is to be made available to students who are absent from instructional hours, describe the make-up work and conditions for being awarded credit that will substitute for attendance. As a general guideline, the ASA/OCAP published Attendance Policy states “Students who are absent from more than one-third (1/3) of a course’s instructional hours will seriously jeopardize their grade for the course”.  Enter your Attendance Policy here. (following the above two paragraphs) and clearly state the effect of the policy on a student’s final course grade.

Students who officially register for a session may not withdraw merely by discontinuing attendance.  Students who wish to withdraw from all courses must notify their local program advisor, in writing, that they wish to withdraw from the University.  The process of withdrawal starts with the student.  Students who stop attending and do not officially withdraw will be assigned a grade of “WF” (failure) and will be liable for the cost of the course or courses not attended.
STUDENT ASSIGNMENTS AND EXAMINATIONS:

List each required assignment, the date/time the assignment is due, and the effect of the assignment on the student’s final course grade. List each required examination and scheduled quiz, date/time the examination/quiz will be administered, and the effect of each on the student’s final course grade

Provide students with a detailed schedule of readings, assignments, and tests; and suggested milestones for large projects

Provide students with an outline of requirements for major projects (e.g., research paper must include abstract, introduction, methods, results, discussion, references, appendices, etc., and points for each).

Let students know what your classroom management practices including the rules of engagement for the classroom, (e.g. cell phones will be turned off or put on vibrate, rules for computer usage to ensure students are not watching movies during class, etc. and the consequences of rules violations.)
Evaluation:

How are you going to evaluate the students to insure they meet the exit competencies?  What percentage is assigned to each part of the grade (i.e. quizzes = 20% of the grade).

GRADING:

Clearly indicate the grading criteria and what is required of each student to be awarded each grade (i.e. 450-500 Points = A; 400-449 Points = B; etc. )   Also indicate how absences, excused or unexcused, will affect a student’s grade.
Provide students with any policy regarding a grade penalty system that may be in place for absence, or tardiness, late projects and assignments, and other deficiencies; 

Incomplete (INC): An INC is assigned when, for reasons beyond their control, students engaged in passing work are unable to complete all class assignments. Students are required to apply, in writing, to the faculty member for an INC. Applications for an Incomplete grade are available from the SIUC office. If the application is approved by the faculty member and should the student fail to complete the course within the time period designated by the faculty member, not to exceed one year, or graduation, whichever occurs first, the Incomplete will be converted to a grade of F and the grade will be computed in the student’s grade point average.

WF: Failure. A grade of WF will be awarded to students who do not officially withdraw from class, cease attending the class, and fail to complete requirements for the course. When awarding a WF, the faculty member will note the date/time of the student’s last date of attendance/participation. 

Course Drops: Students officially drop courses through the program change process. This process is done with the Program Advisor. Unless a student has processed an authorized drop from the course by the published Add/Drop Date, the student will not be allowed to drop the course. It is the student’s responsibility to ensure that the drop process is officially completed. It is probable that a student who does not drop by the Add/Drop Date, but stops attending/participating during the second half of the course, will be awarded a grade of WF.

(The information below is standard on all Instructor syllabi)
Safety Instructions:

Instructors will provide guidance and direction to students in the classroom in the event of an emergency affecting your location.  It is important that you follow these instructions and stay with your instructor during an evacuation or sheltering emergency.  If you are located on a military installation, and depending on the type emergency, a senior military member may take control of the situation and direct you on the action to take.  Please follow their instructions and do as asked.  Similarly, if you are at a community college, their security personnel may arrive and take control of a situation, please follow their instructions as well.

Academic Dishonesty Policy:  
Students may be subject to disciplinary proceedings resulting in an academic penalty or disciplinary penalty for academic dishonesty.  Academic dishonesty includes, but is not limited to, cheating on a test, plagiarism, or collusion. References to the Student Conduct Code,(e.g. plagiarism policy).

ADA Statement for Students Requiring Special Accommodations: 
As per Section 504 of the Vocational Rehabilitation Act of 1973 and the American Disabilities Act (ADA) of 1990, if accommodations are needed, inform your instructor as soon as possible.  












Note to Faculty:


Both of the above required references for all the courses. Together, they represent the University’s and the College’s standards for written academic works. Faculty may add additional references by listing them with the above in alphabetical order (as per APA format).
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