Checklist for Syllabus

Essentials

 FORMCHECKBOX 

Course title, course number, and unit(s)

 FORMCHECKBOX 

Class time/day(s) and classroom location

 FORMCHECKBOX 
  
Your name

 FORMCHECKBOX 

Office location and hours

 FORMCHECKBOX 

Office extension/e-mail address

 FORMCHECKBOX 

Department/instructor webpage

 FORMCHECKBOX 

Prerequisites
 FORMCHECKBOX 

Required/optional/reserved textbooks, other supplies i.e. Scantron, blue book, etc.

 FORMCHECKBOX 

Office of Special Services Statement
 FORMCHECKBOX 

Financial Aid Information
Course Description

 FORMCHECKBOX 

Student Learning Outcomes

 FORMCHECKBOX 

Course Objectives

 FORMCHECKBOX 

Method of Instruction—lecture/lab, group discussion, activities, fieldtrips, etc.

 FORMCHECKBOX 

List of Assignments—quizzes, tests, exams, homework, essays, etc. and their due dates

Policies

 FORMCHECKBOX 

Attendance—including drop/incomplete policy

 FORMCHECKBOX 

Grading—assignment and test points/percentage, class participation, cumulative 

midterm/final, attendance, deadlines, make-up, cheating, plagiarism, etc.

 FORMCHECKBOX 

Classroom Conduct

Suggestions

 FORMCHECKBOX 

Self-Tracking Grade Sheet

 FORMCHECKBOX 

Calendar

 FORMCHECKBOX 

Sense of Humor

