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ALLEN COUNTY COMMUNITY COLLEGE

BOARD OF TRUSTEES

POLICIES AND PROCEDURES

COURSE SYLLABI

I.
POLICY

1.00
GENERAL STATEMENTS

1.01 A current course syllabus shall be on file with the Dean of Instruction, the Vice President for Academic and Student Affairs, and the Library.  A course syllabus shall be updated at least every semester.

II.
PROCEDURE

2.00
SPECIFIC STATEMENTS

2.01 The major divisions of a syllabus shall include the following at minimum.

Course Syllabus:  Required Elements

1. Course Number

Course Title

Credit Hours

Instructor

Instructor’s Office Hours

Instructor’s telephone and Extension numbers

2. Course Description:  Refer to college catalog for course description.  This section may include supplemental descriptive information, and it may also include a rationale for taking this course.

3. Course Prerequisites:  prerequisites are also listed in the course catalog.  In several programs, it may be appropriate in this section to indicate the next course in the sequence.

4. Texts and/or required course materials.

5. Course Objectives/Outcomes and Measures Outcomes.

a. Course Outcomes should be described in terms of the behaviors and/or skills the students should be capable of by the end of the semester.
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b. This section should also indicate how course outcomes will be measured.  The syllabus may list each desired outcome and its specific measure, or, if outcomes require multiple measures, it may list all course outcomes, then list all outcome measures.

6. Instruction Methods

7. Evaluation Methods:  This section should specifically describe the methods that will be used in evaluating student’s work and assigning student grades.

8. Statement of Academic Integrity

9. Class Procedures/Policies:  In this section, the syllabus will include (but not be limited to) the following information:

a. Attendance Policy

b. Policies concerning late work and make-up policies

c. Special policies necessary for specific courses (i.e. lab procedures, safety requirements)

10. Assessment Statement:  Each syllabus needs to include the following assessment statement:

Allen County Community College has implemented a student academic gains assessment program.  The purpose of this program is to ensure instructional excellence and to maintain regional accreditation.  As a part of this program all students are expected to take an Entrance exam upon enrolling and an Exit exam upon graduating.  Students will also be asked by their instructors to participate in some form of pre/post evaluation in each class.

3.02 The format for Allen County Community College course syllabi is available from the Vice President for Academic and Student Affairs.

Adopted:        1990
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