MiraCosta College SYLLABUS CHECKLIST

Your syllabus serves multiple purposes for your students: as an introduction to you, an invitation to your course, and a guide as to what they can expect.  It acts as a roadmap to the learning your students will experience, and serves as a contract between instructor and student.  Additionally, it reflects your tone and style as an instructor.  Clarity is key.  The more clearly you state your policies and expectations in the syllabus, the less likely you are to have problems or misunderstandings during the course.  
This checklist offers items you may consider in designing the style and components of your syllabus.  

Required items are noted in bold; others are offered as suggestions.

ABOUT THE CLASS:

· Course prefix and number (example: DNCE 101)
· Course name
· Section number

· Semester and year

· Meeting days, times, and locations

· Dates, times, and locations of any in-person meetings, if hybrid course

· Final exam date and time
· Blackboard access and information
ABOUT THE INSTRUCTOR:

· Name

· Contact information (at minimum, email address and/or phone number)

· Office hours

· Response time to email or voicemail messages

ABOUT ATTENDANCE:

· Late entrance/early exit policy
· Absence policy 
· Drop policy (Note: it is the student’s responsibility to drop or withdraw, unless you state you will do so upon certain conditions; clearing rosters of names of students who have stopped attending class regularly is strongly encouraged by the 75% withdrawal date.)

ABOUT GRADING:

· Grading/evaluation structure

· Late homework, exams, papers policy

· Make-up work policy 
· Academic integrity statement (plagiarism/cheating policy)
· 75% withdrawal date (Note: you may set an earlier date for Withdrawal, but it must fall between 30% and 75% of the term, it must be noted in your syllabus, and your syllabus must be filed with the registrar for it to be effective; see the MiraCosta College catalog for more information.) 

· Incomplete grade 

ABOUT YOUR EXPECTATIONS:

· Classroom behavior expectations
· Outside-of-class workload or preparation expectations

· Use of technology
ABOUT THE COURSE CONTENT:

· Prerequisites or advisories
· Course description (from Course of Study)

· Student learning outcomes (from Course of Study)

· Required materials (textbook or other course materials, including materials fee)

· Field trips, alternative assignments

· Assignments

· Schedule of readings, topics, activities
· Tips for success in this course

ABOUT COLLEGE SERVICES:

· DSP&S statement

· Academic support services

· Important dates
