Academic Senate, Curriculum Committee; ELEMENTS OF A SYLLABUS, PROMOTING STUDENT SUCCESS; LASC and USC                                                                                                                        Page 3 of 3

	  

    
[image: image1.wmf]



Elements of a Syllabus, Promoting Student Success

I.   The underlined elements below are those approved by the Academic      

      Senate, December 2005, and understood to be necessary in all LASC     

      syllabi.

· Course Title and Course Number

· Section Number

· Room Number

· Course Description  (The course description should be the official course description that is stated in the catalog and on file in the Office of Academic Affairs.)
· Office Location

· Office Hours

· Office Phone Number

· Email Address

· Class Hours

· Prerequisites

· Required Textbooks and other supplies i.e. scantron, blue books  (The textbook should be no older than 5 years.) 

· Course Objectives/Student Learning Outcomes  (Use the official objectives and SLO’s from the course outline on file with the Office of Academic Affairs.)
· Weekly/Daily Tentative Schedule/Chapters, course topics, units, and dates  (Be sure to include topics studied as well as chapters and pages, etc.)
· Method of Instruction – lecture/lab, group discussion, frequency or number of exams, quizzes, reading requirements, hands-on activities, and field trips etc.

· Attendance Policy

· Drop Policy

· Grading Plan – grades, points, class participation, cumulative final, attendance, homework, make-up policy, plagiarism, cheating.

· Classroom Rules of Conduct

· Miscellaneous (suggestions for success, liability issues, privacy policies, observers etc.)

· Cell Phone Policy:  Below see the official policy adopted by the Academic Senate and published in the current catalog:

Cell Phone Policy
1. Students may not use their cell phones to accept or make calls while in class.

2. If cell phones and pagers are brought to class, they must be turned to “silent” or vibration mode.

3. Instructors must review this policy with students at the beginning of the first class period and include it as part of their syllabi.

4. Students who do not adhere to this policy will be asked to leave the class. If it happens a second time, the student will be referred to the Vice President of Student Services, and will return to class only after the Vice President has cleared him/her to return.

II. 
In addition to the above elements, the Syllabus Review done in conjunction 
with the USC CA Benchmarking Project suggested that the following     

     Elements also be included:

1.  A welcoming or personal statement from the instructor that walks the students through the instructor’s plan for accomplishing course goals; the instructor’s teaching philosophy, emphasizing what the instructor values about teaching and working with students
2.  A statement referring to what the class will prepare the students for, i.e., the next class in the sequence of classes or one of the classes required for preparation in a particular degree or certificate area or real-life experiences that the class will aid the student in doing such as taxes returns, credit card finances, etc.

3.  A Framework for Learning
· What the instructor will do to help students meet course objectives as well as what the student can do to meet the same objectives  

· Incorporates a wide-range of learning activities (collaborative, computer-based, etc.)

· Discusses study skills (note-taking, completing homework, etc.)

· Outlines how the instructor will monitor student progress

4.  Classroom Assessment

· Describes ways you will give feedback to students (homework, tests, meetings, etc.)

· Outlines opportunities for students to give input regarding instructional techniques, course content and the instructor’s willingness to make changes based on student 
input

5.  Links to Supplemental Instruction/Tutorial Resources

· Explains how class with content will link to supplemental resources (labs, workshops, etc.)

· Describes how students can get tutorial help

Sample Schedule, Tutoring Centers, To Be Updated Each Semester
	Name
	Location
	Hours


	Focus Content

Areas
	Type of Assistance

Involved

	Learning Assistance Success Center

(323) 241-5455
	2nd Floor Library
	8:00 am - 7:00 pm

Monday - Thursday
8:00 am - 1:00 pm Friday
9:00 am - 12:00 pm

Saturday
	Tutoring, Writing, Development Communications, Computer Aided Instruction and Internet Research
	Individual & Computer Assisted Tutoring

	Math Lab

(323) 241-5374
	Tec

170/190
	8:00 am - 8:00 pm Monday - Thursday
8:00 am - 4:00 pm
Friday

9:00 am - 12:00 pm

Saturday
	Math—All Levels
	Individual & Computer Assisted Tutoring

	Bridges to Success

(323) 241-5281
	SSC 205
	8:00 am - 7:30 pm Monday - Thursday
8:00 am - 1:00 pm
Only Sept. Fridays
8:00 am - 12:00 pm Saturday
	Computer Aided Instructional Programs (ESL, Citizenship, French, Spanish) and Internet Research
	Individual & Computer Assisted Tutoring

	Center for Academic Workforce Excellence

(323) 241-5457
	3rd Floor Library
	8:00 am-3:00 pm

Monday - Thursday

8:00 am - 1:00 pm

Friday
	English, Reading, Vocabulary Development, Spelling, Mechanics of Writing, Academic Study Skills, Tutoring and Learning Skills Classes
	Individual & Computer Assisted Tutoring

	CAOT Lab

(323) 241-5337
	LL 206
	8:00 am - 4:30 pm Monday - Thursday
8:00 am - 12:00 pm Friday
	CAOT
	Individual & Computer Assisted Tutoring

	Nursing Skills Lab

(323) 241-5461
	LL 435
	8:30 am - 4:00 pm

Monday - Thursday

8:30 am - 12:00 pm
	Nursing
	Individual Tutoring and Nursing Practicum Procedures
(no computers)

	Behavioral & Social Sciences

Lab

(323) 241-5224
	LL 337
	Contact department

for current hours

	Administration of Justice, Anthropology, History, Political Science, Psychology and Sociology
	Individual and Group Tutoring

	Please note:  Lab Hours are subject to change without prior notice.
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