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APPENDIX W-2

	Include the following sections to complete your course syllabus by adding to the standardized cover page:

	

	OFFICE HOURS:
	Full-time instructors must indicate their assigned office hours each quarter.  Part-time instructors should describe how and when they will be available to students outside of class. 

	
	

	REQUIREMENTS AND EVALUATION:
	Students must know in writing at the beginning of the course how they will be evaluated and how the final grade will be determined. A percentage (%) breakdown of the final grade must also be given. Instructors must base the final grade on more than just a midterm and final exam. Some combination of the following methods may comprise the final grade. 

	

	
	Sample Wording:  The final grade will be determined according to the following percentages (not all courses use all of these methods of evaluation):

	
	--%
	Research Paper

	
	--%
	Group Projects

	
	--%
	Homework

	
	--%
	In Class Activities

	
	--%
	Quizzes

	
	--%
	Midterm

	
	--%
	Final Exam
	

	
	100%
	Total

	

	
	Classroom assessment can be formative or summative in nature or both.

	
	Formative:   Formative assessment is done throughout the course or program and is used for making immediate improvements in teaching strategies, the course, the curriculum, or the program.

	
	Summative:   Summative assessment is done at the end of a learning period such as a course or a program.    This is a culminating assessment which is used to make improvements for the future.  Summative assessment may be performed in a capstone course to acquire a broad assessment of all skills and abilities that a student has acquired during a program of study.  Licensure or certification exams might be considered summative assessment, as they attempt to overview the entire professional practice area.  Summative assessment aims to measure the degree in which the learning outcomes have been achieved and provides information on students’ mastery of content, knowledge, or skills.

	 
	Students should always receive feedback on the assessment.

	
	Samples of Classroom Assessment Activities:

	
	1.
	Have the students write a one minute paper on “What was the most important thing learned today?” or “What questions remain uppermost in your mind as we conclude this class session?”

	
	2.
	At the end of each class period, quiz the students not for a grade, but to assess what the students understood from the class period and what they did not. (This way the lessons for the next class period can be adjusted from the results.)

	
	3.
	Have the students complete a self-reflection journal. This could be handed in periodically throughout the quarter.

	
	4.
	Have the students develop a question bank.

	
	5.
	Have the students develop a growth assessment plan.

	

	ADDITIONAL MATERIALS REQUIRED:
	List any extra materials that you may require for your course. 

	
	

	GRADING SCALE:
	The grading scale must be consistent with the minimum passing grade stated in the course outcomes. Notes:

	
	1. 
	Instructors may not use a class curve to determine grades.

	
	2.
	Pluses and minuses must be provided for all grades except for: A+, F+, F-.

	
	Sample Grading Scale:

	
	A  = 100-92
	B- =   81-80
	D+  =  69-68

	
	A- =   91-90
	C+ =  79-78
	D    =  67-62

	
	B+ =  89-88
	C   =  77-72
	D-   =  61-60

	
	B   =  87-82
	C-  =  71-70
	F     =  59-0

	
	* Some departments may use a department specific grading scale. Refer to your dean.

	

	TENTATIVE COURSE SCHEDULE:
	Sample Wording:  Week 1:    

	Discuss the course syllabus and course outcomes.
Begin the research paper. 
Read Chapters 1 and 2.                                  

	
	Sample Wording:  Week 2:     
	Read Chapters 3 – 5.  
Continue work on the research paper.

	
	Sample Wording:  Week 3:     
	Test 1 on Chapters 1 – 5.  
Research paper is due.   

Give oral presentation on research paper.

	
	

	CLASS POLICIES:
	Any instructor specific policies, in addition to the standard college policies, regarding tardiness, late assignments, make-up work, etc., must be listed on your syllabus.

	
	

	
	Note: The following Baker College make-up work policies must be followed:

	
	1.
	Blanket “no make-up work” policies are unacceptable.1

	
	2.
	Instructors must have a clearly defined make-up policy.2

	
	3.
	The responsibility to complete make-up work rests with the student.1

*Refer to the Faculty Handbook for make-up work policy suggestions.

	
	4.
	Baker College has a Student Success Policy which is located in the Faculty Handbook.

	
	5.
	Specific campus policies.  See your dean.

	

	1Educational Policy Committee Meeting; Baker College; November 10, 1983 and 2Ad Hoc Curriculum Form Committee; February 3, 2003.
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