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The following checklist should help you: 

Syllabus Checklist 
Course Information 
 

 Course Name, Number, and Section 
 Class Meeting Time 
 Class Meeting Place 

 
Contact Information 
 

 Your Name and Title 
 Office Number/Building 
 Your Office Hours  
 Office Phone and Fax Number 
 E-mail Address 
 Class E-mail Address (Listserv) 

 
Material 
 

 Required Readings/Texts 
 Suggested Readings 
 E-mail Account and Other Instructional Technologies 
 Course Packs 
 Other Materials 

 
Course Description and rationale: 
 

 How the course will benefit the student; how the course relates to the content, 
primary concepts and principles of the discipline  

 Type of knowledge and abilities that will be emphasized 
 How and why the course is organized in a particular sequence 

 
Learning Objectives 
 

 What the students will gain from your course 
 Why you chose these objectives as the most important skills/knowledge 

(It is helpful to include objectives for each of the class meetings or topics) 
 
Student Responsibilities 
 

 Participation 
 Homework 
 Other Daily Responsibilities 
 Projects, including information on group processes 
 Tests/Exams 

 
 
 
 



 9

Course Content and Outline (may be in the form of a course calendar) 
 

 Class Meeting Dates 
 Holidays/Other Non-meeting Dates 
 Major Topics 
 Due Dates for Readings, Assignments, Tests, Projects, etc. 

 
Grading Method and Scale 
 

A clear explanation of evaluation, including a clear statement on the assessment 
process and measurements. Be explicit! You may include format, number, weight for 
quizzes and exams, descriptions of papers and projects, as well as how they will be 
assessed and the overall grading scale and standards. 

 
Resources 
 

 Web-based 
 Labs 
 Study Groups/Halls 
 Other Types of Help 

 
Essential Policy Information (Accompanying each item should be a statement on how each will 
impact grades.) 
 

 Attendance/Lateness Policy 
 Policy for Late Work 
 Policy for Missed Tests 
 Policy for Extra Credit 
 Academic Honor Code 
 Turnitin Policy 

 
“The University of South Alabama is committed to the fundamental values of preserving 
academic honesty as defined in the Student Handbook: The Lowdown. Plagiarism is a form of 
academic dishonesty and must be avoided. Plagiarism is using somebody else’s ideas in your 
writing without correctly identifying such sources. As one resource for helping students avoid 
plagiarism, your written work in this class may be submitted to Turnitin.com, or a similar 
detection service, or require you to do so, for an evaluation of originality and proper use and 
attribution of sources. Assignments submitted to Turnitin.com will be included as source 
documents in a restricted access database solely for the purpose of detecting possible 
plagiarism in such documents. As part of this process, you may be required to submit electronic 
as well as hard copies of your writing. You agree that by taking this course all assignments are 
subject to submission for originality review. A paper not submitted according to procedures set 
by the teacher will normally be penalized or not be accepted at all.” 
 
 


