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Essential Elements: Introduction 
Title including course 

name, term Meeting information 

Prerequisite, co-requisite 
information.  

Role the course plays in 
the curriculum (major/core). 

Instructor information 
including preferred 
method of contact 

Office hours. Best practice > 4h 
over at least two different days 



Essential Elements: Outcomes 
Course description (can copy from online catalog) 

Note:  Some colleges additionally may require 
“course objectives” which are overarching goals—

check with your Dean’s Office for direction 

Student learning outcomes 
(measurable ways to assess how 

the objectives are being met). 



Essential Elements: Materials 

Other considerations (as appropriate/at discretion of Instructor): 
•  List ISBNs  
•  Indicate which materials are required right away, and which materials students can wait to 

purchase. 
•  Can students use older editions?  
•  List instructions for technology (online homework access, clicker registration, etc.) 

Indicate required, recommended, 
suggested, as appropriate. 

 
If materials are online or in the library, 

indicate where they can be found. 



Essential Elements: Assessment 
List of components and weight 

How to convert assessment 
to a letter grade 

Helpful for the student is if grading rubrics are incorporated into 
the syllabus or at least distributed sufficiently in advance to 
clarify how the assignment will be assessed [See tips on 

“Assessing your Course” on the CETL website] 



Essential Elements: Assessment 

what is expected 

Include detailed information about each assessment component, including: 

when it is due 

policies on late work Use of Blackboard/SafeAssign 
(as applicable) 

•  Students should be able to look at the assessment description and have a general 
sense of what is expected. 

•  Specific information can be communicated with the individual assessments as the 
course progresses.  



Essential Elements: University or College Policies 

Check with your Dean’s office, but you may be required to include certain 
policies, such as Academic Integrity, Mid-term Academic Progress, Access 
Statement, Use of Student Academic Success Center, etc. 
 

 For instance, in CAS college-wide policies with specific language are 
 posted on V:\UNEDocs\CAS Dean\Syllabus_items.doc  
    
  or your college may allow you to 

      
 Reference the online catalog where these policies can be found. 

 
 



Essential Elements: Your expectations such as   
                          attendance policies 

Expectations for attendance What happens if a 
student misses class? 

How do students make up work?  How many classes can be missed? 
What absences are excusable? 

What happens if a student exceeds this? 

Another consideration: what if you are absent/have to cancel lecture? 



Essential Elements: Your expectations and  
          class policies  

Other recommended policies to include: 
•  Statement on class participation – what is expected, consequences 

for non-participation 
•  Statement on use of cell phones, electronic devices, laptops 
•  Statement on extra credit opportunities 
•  Statement on confidentiality of materials 
•  Statement on how/when online resources (e.g., Blackboard) will be 

used (as applicable) 
•  Statement on method(s) of communication – e-mails, announcement 

on Blackboard, announcements in class, etc. 
•  Statement on late work (should also be in course assessment but a 

blanket policy may be included if applicable) 
•  Others? 



Other Recommended Items 
•  Resources: what are the additional resources available to the 

student? 
•  Library holdings (including reserve), web sites/discussion 

boards, peer tutor programs or review sessions, etc. 
•  Suggested strategies for success. 

 
•  Dialogue or statement between the student and the instructor 

about expectations. 
•  What is expected of the student, how can he or she meet those 

expectations? 
•  What can the student expect of the Instructor? 
•  Some faculty have the student sign a “contract” outlining 

expectations, adherence to policies including academic integrity. 

 



Essential Elements: Course Outline 
Organize by day or week as appropriate, and include: 

lecture #(s) and date Subject material Associated readings 

Pertinent 
course dates, 
e.g.,  quizzes, 
exams, due 
dates, guest 

speakers.  

Where are the readings? Should the student read them before or after class?  
What should the student do with the readings – read, outline, work problems?  

What must the student do to be prepared for class? 



Other General Considerations 

•  Write for your audience, using appropriate dialogue – are you 
teaching a freshman Explorations class, a 400 level majors class, or a 
graduate class? 

•  Use appropriately professional language but be clear to the student.  

•  Be thorough but concise – can components be extracted and posted 
separately or web links be used to avoid creating an unwieldy 
document? 

•  Proofread for clarity, typos, etc. (!) 

•  Use consistent formatting, e.g., headings, use of italics/bold/etc.  

•  Post an electronic copy so students can use active web links. 

•  Can be helpful to print on colored paper – students can easily find it.  

•  Rid your syllabus of the passive voice – encourage student 
engagement. 



Yes, your syllabus can be creative! 
•  Allow students input into their grading scheme/assessments. 

•  http://chronicle.com/article/The-Promising-Syllabus/46748/ 
 •  Add a student-specific SLO. 
•  Allow them to create their own objective/outcome. 
•  “Find something to fall in love with”. 

 

•  Create 
graphical 
displays of 
SLOs 

http://chronicle.com/blogs/profhacker/graphic-display-of-student-learning-
objectives/27863 
 

http://chronicle.com/article/The-Promising-Syllabus/46748/


Yes, your syllabus can be creative! 
•  There are many examples of creative syllabi online: 

•  Human Ways of Life (ANT 100) 

•  Modern Latin American History 

•  General Survey of Fiction 

•  Fundamentals of Biological Anthropology 

•  See more: 
•  http://chronicle.com/blogs/profhacker/creative-syllabuses/42114 
•  http://chronicle.com/blogs/profhacker/creative-approaches-to-the-syllabus/35621 

http://chronicle.com/blogs/profhacker/creative-syllabuses/42114
http://chronicle.com/blogs/profhacker/creative-approaches-to-the-syllabus/35621
https://dl.dropboxusercontent.com/u/610087/Syllabuses/JenksAnth1020416onlineSpring12syllabus.pdf
https://dl.dropboxusercontent.com/u/610087/Syllabuses/Gannon332.syllabus.Fall2012.pdf
https://dl.dropboxusercontent.com/u/610087/Syllabuses/Clarysyllabus-en270-2012.pdf
https://dl.dropboxusercontent.com/u/610087/Fundamentals%20Syllabus%20F%2011%20%28Sheridan%29.pdf%E2%80%8B


Final tips and reminders 
Your syllabus will evolve as you teach the class. 

•  Keep notes of what works and what doesn’t, and make changes during the next iteration. 
•  Try to avoid ‘syllabus bloat’! 

 
You can contact the Center for the Enrichment of Teaching and Learning if you want help in 
crafting or revising your course syllabus.  
 
Here are some books that contain sections on developing your syllabus available from the 
Center’s lending library: 
Diamond, R. M.  (2008). Designing and assessing courses and curricula: A practical guide.  San Francisco:  Jossey-

 Bass. 

Fink, L. D. (2013).  Creating significant learning experiences:  An integrated approach to designing college courses.  
 San Francisco:  Jossey-Bass. 

Nilson, L. B.  (2010). Teaching at its best: A research-based resource for college instructors.  San Francisco:  Jossey-
 Bass. 

Nilson, L. B.  (2007). The graphic syllabus and the outcomes map:  Communicating your course.  San Francisco:  
 Jossey-Bass.  

 

There also are many resources online: 
•  http://chronicle.com/blogs/profhacker/syllabus-extreme-makeover/22653  
•  http://chronicle.com/blogs/profhacker/11-fast-syllabus-hacks/22657  
•  http://chronicle.com/blogs/profhacker/rid-your-syllabi-of-the-passive-voice/22903 
•  http://chronicle.com/blogs/profhacker/from-the-archives-on-syllabicourse-design/25772 

http://chronicle.com/blogs/profhacker/syllabus-extreme-makeover/22653
http://chronicle.com/blogs/profhacker/11-fast-syllabus-hacks/22657
http://chronicle.com/blogs/profhacker/rid-your-syllabi-of-the-passive-voice/22903
http://chronicle.com/blogs/profhacker/from-the-archives-on-syllabicourse-design/25772

