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Lock Haven University Curriculum Committee

Format for course syllabi

Approved Month day, year

Any course, new or existing, submitted to the UCC must meet these guidelines.

(The requirements listed in this proposal are based on a somewhat arbitrary, but nevertheless necessary, distinction between a course syllabus and a course outline.  A syllabus is defined herein as a document designed to present information that enables faculty members to evaluate the educational value of a proposed course.  The course outline, in contrast, is a document designed to for distribution in a class and to present information that students can use to understand what is required of them and what will be covered in a course.  Some information, naturally, is identical in both documents, but other information is unique to each genre.  The syllabus for a new or revised course will need to meet this format.
Syllabi must include a header that shows on each page, the following information:  “Draft syllabus last revised:  date of revision” in the upper left corner with the text   date of revision replaces the actual date the syllabus was drafted or revisions were made.  Each time changes are made in the draft of the document this date should be changed.  It will be the responsibility of the chairperson of the department sending forth the proposal to make certain that the date is revised as the syllabus works its way through the curricular process and various changes are made to the document.  Under the header should be information that identifies the origin of the proposal.  This should include the following information in Bold centered on the page:

Lock Haven University of Pennsylvania

Lock Haven, Pennsylvania

Department Name

Course Title

When the syllabus is presented at the UCC, approval by the CIS of the syllabus as presented, would imply that the date on the syllabus at that time would be acceptable.  If however the syllabus is approved with revisions, the revised syllabus should reflect the new date.  At that time of UCC approval, the words “Draft syllabus last revised” would be removed and the words “Syllabus Approved by UCC:  date of approval” would be added.
The author or editor of the document should NOT use auto updating for the date or the insert date function in MS Word.  The date should be manually changed as versions of a document work their way through the curricular process.  The date included in the version accepted by CIS and UCC will be official after the Provost and President have approved that draft of the syllabus.  

Fonts utilized in the syllabi should be Times 12 point.  Headings should be Bold and the supporting text should be plain text except where specific bibliographic formatting or specific discipline specific terminology would require italics. A footer should be included in which automatic pagination is included for all pages of the document in the lower right hand corner.

The goal of this revision is to help insure that faculty and curricular bodies are always working with the most current draft of the syllabus.

I. Introductory Information

A. Department Name: (If a course is to be cross listed, then the names of all departments under which the course will be listed are to be included here. A cross-listed course consists of a single syllabus that can be offered as a discrete course under more than one alpha prefix.  Whatever requirement a cross-listed course satisfies for one alpha prefix it also satisfies under other alpha prefixes.  To be cross-listed in more than one college, a course must seek approval of the curricular bodies in both colleges.)

B. Department Catalog Number: (e.g., EDUC 1-- Include the alpha prefix of the course followed by a single-digit numeral that identifies the level of the course and then by two hyphens, not Xs. Graduate courses are given 6--, or 7-- numerical prefixes.  One-time only courses carry the following numerical prefix: -59.  All 300 and 400 level courses are upper-division courses.  All 100-level courses are lower division.  Two hundred level course are lower division unless two conditions are met: (1) they have a prerequisite (see section I.G.) and (2) a department request that they be labeled as upper division is approved.  Such a request is placed after the catalog number using the following statement: "This is an upper division course;" e.g., EDUC 2-- This is an upper division course.)  It is important to note that course number assignment is the responsibility of the office of the Registrar.  If a department has a reason to request a specific course number they should consult with the office of the Registrar in advance.
C. Course Title: (Titles should be kept as short as possible, and they should reflect as accurately as possible the content of the course.)

D. Semester Hours of Credit: (One hour of credit is equal to a minimum of 750 instructional minutes.)

E. Clock Hours Per Week: (Here the number of hours students are required to be in class each week in a fifteen-week semester should be entered.  If the course is taught in a five-week summer school session, for example, then, of course, the number of clock hours for each week would increase by a factor of three.)

F. Overlays: (If a proposed course is intended to meet a multicultural, writing emphasis, information literacy, or external experience general education requirement, then that intent should be documented here.  Overlays are approved separately from the syllabus, but may be done at the same time.)
G. Restrictions Upon Student Registration: (For the most part 100-level courses are introductory and do not require prerequisites.  Some courses, however, may be restricted, for example, to honor students or to students with special needs, skills, or preparation.  Courses with a numerical prefix in the 200s are considered primarily sophomore class in difficulty and may require only 100 or 200-level courses as prerequisites.  Those with a numerical prefix in the 300s are considered junior class in difficulty and may require only 100, 200 or 300-level prerequisites. Those with a numerical prefix in the 400s are considered senior class in difficulty and may require only 100, 200, 300, or 400-level prerequisites.  Other forms of restrictions include, but are not limited to, the number of credit hours taken, the major students are enrolled in, and evidence of a skill.  If a department wishes a course to qualify as a general education requirement, then the following statement shall be placed in this section: "This course qualifies as a general education requirement in [insert here the name of the general education area];" e.g., This course qualifies as a general education requirement in philosophy.  New or revised courses submitted for approval as meeting general education courses for the first time will be referred to the General Education Subcommittee of the UCC to confirm that the course meets the general education requirement for that area.)
II. Description of the Course

A. Catalog description: (Intended with good reason to be succinct, catalog descriptions begin with a sentence fragment that assumes--without stating explicitly--the words "This course is."  One or two sentences may follow, but the entire description may total no more than 75 words.)  Two types of seminars may be offered:  liberal arts and topical.  The format for regular liberal arts seminars differs from the format for regular courses in only one respect:  they must carry the course number 328.

B. Comprehensive description: (An optional item, comprehensive descriptions may be as long as is necessary.  Various accrediting agencies, for example, my require official syllabi to contain more information than that found in a catalog description. )

III: Exposition (Additional requirements apply for undergraduate courses that are submitted for consideration for graduate credit.  Review the Addendum at the end of this document for those requirements.  Only those courses that will be submitted for consideration for graduate credit will be required to meet these additional requirements.)
A. Objectives: (There should be a correspondence between the objectives and goals of the course and the remaining sections of the syllabus.  It should be readily apparent by comparison of the objectives, activities, and major units of study that such a correspondence exists in the syllabus.  There should also be a correspondence between the course level, 100, 200, and the expectations on the student.  Lower division courses that are primarily introductory in nature can reasonably be expected to have the student working mostly at the lower levels of Bloom’s Taxonomy, i.e., knowledge, comprehension, or application.  This would not, nor should it be construed so as to limit the course to these basic level skills.  The so called higher order thinking skills, analysis, synthesis, and evaluation can be included in any level course; however, they would be less stringently evaluated than in lower division courses than in upper division courses.  Use of key word lists may be of use in creating new courses or revising existing courses so as to determine if they are set at an appropriate level.  Copies of Bloom's Taxonomy are readily available on the Internet and in Stevenson Library.  The objectives consist of a list of specific competencies that students will acquire from taking this course.  This section answers the question: What will students be able to do when they complete the course?  It must begin with this statement: Upon successful completion of this course, students will be able to do the following:)

B. Activities and Requirements: (This section describes what each student is expected to do in order to pass the course, e.g., attend lectures, do required reading, write papers, and pass tests.  Unlike a course outline, this syllabus requires only a general description of what students will be doing in the course.  Because the University encourages a diversity of teaching styles, this description should not be so prescriptive that it requires all instructors who teach the course to use a particular teaching style.)

C. Major Units and Time Allotted: (A delineation in outline form of the major units--not examinations--to be covered and a clear notation indicating in contact hours--a contact hour is the equivalent of 50 minutes of classroom instructor--the length of each unit constitutes the content of this item. The outline should be detailed enough to provide information sufficient to enable the members of the department of origin and of the university curriculum committee and its subcommittees to evaluate the content of the course, but also sufficiently concise to avoid surplus verbiage.  The number of contact hours must total 15 for each credit, and the outline uses the following hierarchy: I, A,1,a,i. A whole can be broken into no fewer than two parts.  Since an outline breaks down a topic into its parts, it cannot contain an I unless it has also a II; it cannot list an A unless it also lists a B, and so forth.)

D. Materials and Bibliography

1. Suggested textbooks (Since textbooks are produced and revised with mind-numbing speed, it is necessary to list only what are some respected texts ordinarily used in this course.  If no texts yet are available, because, for example, the course is on the leading edge of theory, then a short narrative explanation of how the course can be taught successfully without a text suffices.)

2. Other materials: (It is not necessary, for example, to list the titles of videotapes that would provide merely a helpful supplement.  Computer programs; audio, visual, or audiovisual aids; studios; and laboratories that are essential to teaching the proposed course, however, must be noted here.  If there are no additional materials required simply indicate NONE.)

3. Bibliographic support: (No more than 20 timely and relevant works are to be included in the bibliography.  Only enough works should be included to allow a reasonable evaluation of the bibliographic resources available to students who would take the proposed course.  Any discipline specific format style is acceptable, but it must be internally consistent.  )

IV. Standards (A broad statement describing the general criteria for evaluating and grading student achievement in the course is satisfactory.  Whereas the course outline must state exactly how each graded item--such as a quiz, an essay, an examination, or an in-class presentation--contributes to the final grade for the course, this syllabus need describe only the instructor's general approach to implementing standards.)

V. Rationale and Impact: (This item must include the following sections:

A. Explain why the proposal is necessary, 

B. Describe for whom it specifically is designed; 

C. Explain how existing academic programs or departments will be affected by this syllabus.)

VI. Cost and Staff Analysis: (This item is necessary only for new courses, but it must address the following concerns:

A. Note the effect this course will have on University resources such as supplies, equipment, staff, and travel support.

B. Note the expected frequency and rotation of the proposed course.)
VII. Relationship among Course, Program, and University Student Learning Outcomes: (Attach a table, as it appears below, as Item VII.  List all Course Objectives in the column titled ‘Course Learning Outcomes [Objectives] exactly [verbatim] as they appear in item III. [A].  Select only the Program Student Learning Outcomes and only the University Student Learning Outcomes that are fulfilled by the learning objectives proposed in the course.  Add/delete rows to the table as necessary.) 
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Student Learning Outcomes
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Upon successful completion of this course, students will be able to:
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Addendum for undergraduate courses seeking approval to be taught at the graduate level
(Dual Listing)
Undergraduate-graduate courses: A separate graduate syllabus shall be submitted for 300- or 400-level undergraduate courses that seek to carry 600-level graduate credit.  The 600-level graduate syllabus shall be identical to the 300- or 400-level undergraduate syllabus except for following additions.  The graduate syllabus shall contain only a 600-level number in the alphanumeric prefix, but it also shall note that an associated 300- or 400- level undergraduate course currently exists.

III: Exposition for Graduate Level Coursework 
A. Objectives: Additional objectives must be added [but the 300-and 400-level ones must not be revised] in order to indicate the higher level of sophistication required for granting graduate credit to an undergraduate course.

B. Activities and Requirements: Additional activities and requirements must be added [but the 300-and 400-level ones must not be revised] in order to note the higher level of achievement required for graduate students.

IX. Standards Additional standards must be added [but the 300-and 400-level ones must not be revised] in order to note higher standards required for graduate students.

X. Rationale and Impact: (This item must include the following sections:

A. Explain why the proposal is necessary; Statements must be added [but the 300-and 400-level ones must not be revised] to explain why the graduate component is needed.

B. Describe for whom it specifically is designed; A note must be added to indicate that the 600-level augmentation is designed for graduate students.

C. Explain how existing academic programs or departments will be affected by this syllabus.  A note must be added to indicate how a 600-level augmentation would affect existing academic programs or departments.)
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