Support Document for Construction of  CSU Channel Islands Syllabi 

(Updated August 18, 2011)

Ed Nuhfer, Channel Islands Director of Faculty Development

This document should help fellow Dolphins draft syllabi that meet the updated Syllabus Policy #07-16 passed in April 2008, by our Academic Senate. The faculty developer has an obligation under this policy, handed to me in article V, found near the bottom of this document. This should save you a lot of time because I've included the mandated materials that can be cut and pasted from this document in your syllabi. Without this, new instructors will have a time-consuming scavenger hunt through a lot of web pages and PDF fies.

What follows is largely an annotated version of the Senate policy document, with links from older versions of this document now updated. Below, I have boldfaced all aspects of the Senate policy that designate required elements.  My comments appear in normal font and web hot-links to aid access to needed resources. In a few places, the policy element needs to appear verbatim in Channel Islands syllabi. You will find the needed verbatim text supplied here in italics, along with the link to the current web pages from which the text came.

Note that the Senate policy mandates only that certain elements of a syllabus be present. Beyond carrying the required content, your syllabus should carry your own personal touch and reflect your own teaching philosophy. 

Additional insights about syllabi are available in "Riding the Bow Wave issues V1N2-V1N4 through http://www.csuci.edu/facultynewsletter/index.htm and National Teaching and Learning Forum (NTLF) V16N5 article by Ballard and V16N6 article by Cullen. Channel Islands has an institutional subscription to NTLF, which is accessed (only) through computers on the Channel Islands campus at http://www.ntlf.com/restricted/.

----------------------

Policy: Each course shall have a syllabus. It is therefore important that each syllabus contain certain specific information and be made available in a timely manner. Elements in section III are required in all syllabi. Elements listed in section IV as well as other elements may also be included at the discretion of the instructor.

I. All Channel Islands courses shall have a syllabus. It is required that the syllabus be made available to students the first day of class and may be maintained in the course’s digital space (Blackboard, course website) as appropriate.

II. An electronic copy of the course syllabus shall be given to the appropriate support coordinator by the second week of the semester.

III. All syllabi shall include the following elements:

1. Professor name(s)

Office location(s)

Office hours

2. Contact information

3. Course information (time, place, days) (Discover this by entering as faculty through the MyCI Portal https://myci.csuci.edu/cas/login?service=https%3a%2f%2fmyci.csuci.edu%2fportal  and click on CI Records for this.
4. Course description from catalog, (See http://www.csuci.edu/academics/catalog/2011-2012/index.htm) which includes pre-requisites, co-requisites and general education areas met, if any

5. All student learning outcomes listed in the approved course proposal (Note from your faculty developer. You now have two sources. The authoritative sources are the separate PDF files at the Curriculum Committee site. You can find your outcomes by scrolling down to your program, clicking on it, and then your course(s), starting from http://senate.csuci.edu/comm/curriculum/programareas.htm. The Excel files containing the approved student learning outcomes of programs and courses housed at http://facultydevelopment.csuci.edu/assessment.htm are easier to se, but some may be out of date as result of lack of support needed to keep these updated.
6. If the course is designated General Education, (see http://www.csuci.edu/academics/catalog/2011-2012/index.htm) additional student learning outcomes from General Education (found at http://facultydevelopment.csuci.edu/assessment.htm shall be included.

7. Required elements, which may include assignments, readings, fees, attendance, course participation (Note from your developer: assignments, readings, attendance and being graded for course participation are under your sole control, but assessment of fees, any policies governing travel, trips, etc.—see also "10" below—may not be. Check with your program chair about any areas of information that you are unsure of before you post such information to students. Ultimately, Senate holds our program chairs accountable for syllabi (see Section VI at end of this document).
8. Trips, equipment, experiential learning, or other course specific requirements.

9. Grade information as specified in the Channel Islands Policy on Grades (SP01-38) (access Channel Islands' grading practice at http://www.csuci.edu/academics/catalog/2007-2008/12_policiesandregulations/30_grades.htm).

10. Academic honesty information as specified by the Policy on Academic Dishonesty (SP01-57) (Note from your developer: This is found on page 76 of the 2010-2011 Channel Islands Catalog.  For your convenience, I've reproduced the text of that Academic Dishonesty policy below).
1. Academic dishonesty includes such things as cheating, inventing false information or citations, plagiarism and helping someone else commit an act of academic dishonesty. It usually involves an attempt by a student to show possession of a level of knowledge or skill that he/she does not possess. 

2. Course instructors have the initial responsibility for detecting and dealing with academic dishonesty. Instructors who believe that an act of academic dishonesty has occurred are obligated to discuss the matter with the student(s) involved. Instructors should possess reasonable evidence of academic dishonesty. However, if circumstances prevent consultation with student(s), instructors may take whatever action (subject to student appeal) they deem appropriate. 

3. Instructors who are convinced by the evidence that a student is guilty of academic dishonesty shall assign an appropriate academic penalty. If the instructors believe that the academic dishonesty reflects on the student’s academic performance or the academic integrity in a course, the student’s grade should be adversely affected. Suggested guidelines for appropriate actions are: an oral reprimand in cases where there is reasonable doubt that the student knew his/her action constituted academic dishonesty; a failing grade on the particular paper, project or examination where the act of dishonesty was unpremeditated, or where there were significant mitigating circumstances; a failing grade in the course where the dishonesty was premeditated or planned. The instructors will file incident reports with the Vice Presidents for Academic Affairs and for Student Affairs or their designees. These reports shall include a description of the alleged incident of academic dishonesty, any relevant documentation, and any recommendations for action that he/she deems appropriate.

4. The Vice President for Student Affairs shall maintain an Academic Dishonesty File of all cases of academic dishonesty with the appropriate documentation.

5. Student may appeal any actions taken on charges of academic dishonesty to the "Academic Appeals Board."

6. The Academic Appeals Board shall consist of faculty and at least one student.

7. Individuals may not participate as members of the Academic Appeals Board if they are participants in an appeal.

8. The decision of the Academic Appeals Board will be forwarded to the President of CSU Channel Islands, whose decision is final.

11. Channel Islands Disability Statement (Note from your developer: Access this policy at http://www.csuci.edu/disability/disability.htm. I've copied the policy text below).

Cal State Channel Islands is committed to equal educational opportunities for qualified students with disabilities in compliance with Section 504 of the Federal Rehabilitation Act of 1973 and the Americans with Disabilities Act (ADA) of 1990. The mission of Disability Accommodation Services is to assist students with disabilities to realize their academic and personal potential. Students with physical, learning, or other disabilities are encouraged to contact the Disability Resource Programs at Bell Tower 1541. Email- accommodations@csuci.edu, phone- (805) 437-3331, for personal assistance and accommodations. Online assistance and services are available from www.csuci.edu/drp. 
12.  “Subject to Change” disclaimer At present,  no prescribed or recommended wording for a disclaimer exists to go with the mandate. 
Disclaimers can be tricky. The idea behind a mandated disclaimer is to ensure instructors have flexibility to make changes as needed, but no instructor has flexibility to change things that are institutional mandates. 

I suggest the following or a close variant. It should meet the intent of the Senate requirement, protect you from pressures to change anything you cannot change and still give you flexibility.)

“Information contained in this syllabus, other than that mandated by the University, may be subject to change with advance notice, as deemed appropriate by the instructor."
IV. Faculty may also consider including additional elements as appropriate to the course including but not limited to:

· How course learning outcomes relate to: 

· Program or major outcomes (Note from your developer: check your own program's web site and ask your program chair if any programmatic scale outcomes need to be included.)

· Channel Islands Mission Statement and the Institutional Mission Based Outcomes 

· http://www.csuci.edu/academics/catalog/2011-2012/Inside-cover.pdf 

· Other Channel Islands graduation requirements met. These can be found in the 2011-2012 catalog,  in PDF Format, at www.csuci.edu/academics/catalog/2011-2012/Sec-10_Graduation-Requirements.pdf 

· Standards and outcomes from outside organizations and accrediting agencies (Note from your faculty developer: these may include outcomes supplied by your course that are mandates of certain professional programs that involve statutory licensing, registration, or certification. It is often good to include these to keep your students familiar with the dialogue of the discipline as well as requirements of the profession. If these apply to your course, you'll need to find these yourself at the web sites of your professional organizations. It is often a good idea to add links to these organizations' requirements to your program home pages.)

· Tentative Class Schedule (Note from your developer: keep in mind holidays on University Calendar at http://www.csuci.edu/academics/calendar.htm if you build a class schedule of your own in the syllabus. If you know now that you will be gone during scheduled classes, such as to a scheduled professional meeting, this is a time to be thinking about how you want to handle classes that conflict with these events. 

· Final Exam Day/Time Access current schedules through http://www.csuci.edu/academics/schedule/2011/fall/index.htm .

· Course specific policies (attendance, automatic drop, late work, course participation, bringing children to class, taping/recording, cell phone, computers, extra credit, use of email)

V. The Office of Faculty Development shall be responsible for assisting faculty in syllabus development. (Note from your developer: This means that I produce this help document as assistance, and that you can come to me for additional help. I'm in Bell Tower West Room 1116, or call 805-437-8826 or E-mail ed.nuhfer@csuci.edu.) 

VI. Program chairs shall be responsible for implementing the Channel Islands syllabus policy at the program level. (Note from your developer: try to make this a painless responsibility for your chairs by putting in the essentials and providing copies to students and Support Coordinators by the deadlines the Senate provided in this policy.)

