POLICY MANUAL

~ POLICY: . 3.1.3 - Syliabus
EFFECTIVE: 12042
REVISED: 113

A. BACKGROUND:

The College recognlzes its “rasponsibility for the deslgn, content, and delivery of courses for which academic credit are
awarded {(NEASC 4.33) and our respansibifity for the “evaluation of student learning or achievement and award of credit
based upon clearly stated criterla that reflect Jearning obJectives and are consistently and effectively applied (NEASC
4.33). In keeping with the goals set forth In NEASC Standard Four, The Academic Program, the Academic Advisory
Councll, at its meeting held on April 18, 2012, formed a subcommittes to study and draft a set of minimum elements to
be included in each CCRI faculty membet’s course syllabus, On April 18, 2012 the Academlc Advisory Councli approved
the Recommended Syllabus Components established by its subcommiittee. The Recommended Syllabus Components
was then submitted and subsequently approved by the Academic Affairs Governance Committee, the College
Coordinating Council, the President’s Gouncil and President Di Pasquale on 2/28/2012. While the Recommended
Syllabus Components was developed to suggest minimum elements, all faculty are encouraged to view the listed

compohents as essential to good communication with students.
\

B. POLICY STATEMENT:

1. All faculty members —full-time and adjunct — are required to provide a copy of their syllabus (either
electronically or in paper form} for each course they are asslgned to teach to thelr department chair before the
first day of class, Al departmental syllabi must be kept avallable for Inspection by the appropriate atademic
dean and Vice President for Academic Affairs. Syllabi for each course must be retalned by the depattiment chair
for 7 (seven) years.

2. The college requires that a course syllabus be distributed to students on or before the end of the first day of
class, The College strongly encourages all facutty members to Include at @ minimum, all elements described in
the Recommended Syllabus Components (ATTACHMENT A} The syllabus must include a listing of all course
learning outcomes and homework expectations assighments and how the assignments will be evaluated.

3, Department Chairs are required to ensure that common ieérning outcomes appear on syllabi for any course
offered with multiple sections/Instructors, '

C. DEFINITIONS:

Muttiple Section Courses: Courses with more than one section of the same course.

D. POLICY APPLIES TO:
This policy ls applicable to all CCRI facuity members.




E. EXCEPTIONS;

] Any exceptions to this policy must be approved In advance by the Vice President of Academic Affairs,

F. RESPONSIBLE DEPARTMENT:

- The Office of the Vice President for Academic Affairs in consultation with the appropriate Academic Dean and Department
Chair are responsible for oversight of exceptions to this palicy. -
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Ray/ DI Pasquale, President Date




Recommended Syllabus Components
Course Title, number, section #, credit hours {lecture, lab)
Semester and Year

Instructor Name

Instructor Contact Information:
Class location information {(Room #, meeting time, etc.)
Email: {CCRI email)
Office: (Campus location, room number)
Office Phone: (other phone numbers}
Office Hours:
Departmental Secretary: (Name, Phone number and Email}

Course Description (Course prerequisites if any)
Course delivery mode (hybrid, online, or Bb enhanced)

Course expectations —
In addition to any specific expectations you wish to highlight, state that students are
responsible for following the policies set forth in the Student Handbook
(http://www.ccri.edu/advising/student services/handbook.html} and College Catalog
{http://www.ccri.edu/catalog/}

Student Learning Outcomes {as approved by the department and/or Curriculum Committee)

Required textbooks and materials {include ISBN when available)
Recommended student materials
Textbook materials on Library reserve and/or electronic resources
Statement about requirements for accessing computer, Internet, and specific hardware
or software requirements if applicable

Grading Scale and policies {college policy)
Assessment Criteria {For example, written and oral reports, tests, homework,
fab reports, projects, etc.)
Policies on late or make-up work
Academic integrity statement (plagiarism, use of cell phones/electronic devices




Recommended Syllabus Components — Policy 3.1.3 Attachment A
Course Title, number, section #, credit hours (lecture, lab)
Semaester and Year

Instructor Name

Instructor Contact Information:
Class location information (Room #, meeting time, etc.)
Email: (CCRI email}
Office: (Campus location, room number)
Office Phone: (other phone numbers)
Office Hours:
Departmental Secretary: (Name, Phone number and Email)

Course Description (Course prerequisites if any)
Course delivery mode {hybrid, online, or Bb enhanced)

Course expectations —
In addition to any specific expectations you wish to highlight, state that students are
responsible for following the policies set forth in the Student Handbook
(http://www.ccri.edu/advising/student_services/handbook.html) and College Catalog
{(hitp://www,ccri.edu/catalog/)

Student Learning Outcomes {as approved by the department and/or Curriculum Committee)

Required textbooks and materials (include ISBN when available}
Recommended student materials
Textbook materials on Library reserve and/or electronic resources
Statement about requirements for accessing computer, Internet, and specific hardware
or software requirements if applicable

Grading Scale and policies {college policy)
Assessment Criteria (For example, written and oral reports, tests, homework,
lab reports, projects, etc.)
Policies on late or make-up work
Academic integrity statement (plagiarism, use of cell phones/electronic devices




