Dear CCI:
This Friday’s CCI agenda includes a discussion of syllabus expectations for new courses.  In this packet are a series of documents that will help us with this discussion—please review these in advance of tomorrow’s discussion.  Included are:

1) A draft document from the College of Humanities regarding syllabi
2) A summary of relevant sections from the Rules of the University Faculty
3) The ASC Curriculum Manual list of syllabus expectations

4) The approved template for syllabus expectations in Education and Human Ecology 
· Please also find attached as a separate .pdf a document from the College of the Arts, “Syllabus_CourseOutlineHelp.pdf”

Copies of the following documents will be brought to the meeting as well

· A statement from OAA on syllabus expectations (to be brought to the meeting)
· A template from the Registrar which will be used to provide summaries of all GEC courses on the registrar’s web page (to be brought to meeting)

There are a number of issues we need to examine during our discussion. 
Under current practice, our five college committees have different expectations for syllabi under review.  This sometimes causes confusion for faculty proposing courses as well as for review committees, including CCI subcommittees.  In addition, some of the items we require on syllabi attached to proposals for new courses, such as a grading scale, are rendered obsolete after several iterations of the course, which makes the task of determining “curricular drift” confusing.  If we are to monitor courses to see if they continue to honor the basic structure of a course as approved by our official curricular bodies, which attributes of the course serve as useful markers?  Conversely, if a faculty member uses the approved syllabus as a model for the specific “operational” syllabus used in a course offering, which of the aspects of the approved course should the faculty member feel beholden to?  And how do we know if a course has deviated sufficiently from the approved version such that it really represents a “new” course in need of curricular approval?
It seems to me that we might be best served by having two sets of requirements for syllabi: a more abbreviated one for “model” syllabi—syllabi attached to course proposals that are meant to stand the test of time and serve as resources for faculty as they consider how to structure their specific offering of the course—and another for “operational” syllabi, distributed to students.  The latter, for instance, might be required to include grading scales, while the “model” syllabi would not.  Clarity of purpose might be facilitated by limiting the requirements for “model” syllabi to essential material that actually defines the course.

Some sets of information, even allowing for expected individual variation by faculty each time the course is offered, clearly help a curriculum review committee understand the goals, intended course level, and range of material expected for mastery. This information should be included in a “model” syllabus.  Other information, if not helpful to review committees, or to faculty trying to adapt the model to a particular offering of the course, could be required of all “operational” syllabi, but excluded from the information required for curricular review.

The list of expectations attached to the CESP proposed rule in your attachment is an example of what would be required for an “operational” course syllabus.  I would argue that the documents from Humanities, Arts and EHE also fall into this category.  By paring this list down for course approval purposes, we might add clarity to the real attributes of the course that need to be maintained in subsequent offerings.  This could result in “model” syllabi that provide guidance to faculty as they develop specific course offerings and assist curricular committees in monitoring curricular drift. 
CCI Discussion Handout # 1: Syllabus Expectations

Humanities Curriculum Committee Document

What needs to be on my syllabus?
It is important for both instructors and students to realize that a syllabus plays the role of a contract, outlining the responsibilities that the student has in order to be successful in the course.
All Syllabi MUST include:

· Instructor’s contact information, including name, office location, phone, e-mail, and a space for office hours
· The name and contact information for the course coordinator, if the syllabus is standard for several sections

· Course number, title, meeting days and times, and classroom location (if known)
· Course description, goals and objectives, prerequisites, and GEC category, if applicable

· List of required texts and other course materials, and where they have been ordered

· A calendar for the course, including a weekly outline of readings, film screenings, homework, etc.

· A sense of the weekly workload in terms of reading, etc. 

· Information about the length of all papers, homework, and other written assignments

· Information about the general form of examinations (in-class, take-home) and when they will be given
· A class attendance policy

· Information on grading, indicating the percentages assigned to various assignments and examinations
· A statement on academic misconduct that contains the following information:
“It is the responsibility of the Committee on Academic Misconduct to investigate or establish procedures for the investigation of all reported cases of student academic misconduct. The term “academic misconduct” includes all forms of student academic misconduct wherever committed; illustrated by, but not limited to, cases of plagiarism and dishonest practices in connection with examinations. Instructors shall report all instances of alleged academic misconduct to the committee (Faculty Rule 3335-5-487). For additional information, see the Code of Student Conduct (http://studentaffairs.osu.edu/info_for_students/csc.asp).”
· A statement on disability in 16-point font  that includes the following information:  

“Students with disabilities that have been certified by the Office for Disability Services will be appropriately accommodated, and should inform the instructor as soon as possible of their needs. The Office for Disability Services is located in 150 Pomerene Hall, 1760 Neil Avenue; telephone 292-3307, TDD 292-0901; http://www.ods.ohio-state.edu/.”
CCI Discussion Handout #2 : Syllabus Expectations

The text below was copied from the Rules of the University Faculty (http://senate.osu.edu/Faculty_Rules/Rules.html)

3335-8-05 University classification and course numbering system. 

(A) Courses numbered 000-099 are non-credit courses (except certain seminars and colloquia) for orientation, remedial, or other noncollege-level experiences. These are courses with credit added to graduation requirements. 

(B) Courses numbered 100-199 are basic courses providing undergraduate credit, but not to be counted on a major or field of specialization in any department. Courses at this level are beginning courses, required or elective courses that may be prerequisite to other courses. 

(C) Courses numbered 200-299 are basic courses providing undergraduate credit and may be counted on a major or field of specialization. 12- 85 

(D) Courses numbered 300-499 are intermediate courses providing undergraduate or basic professional credit that may be counted on a major or field of specialization. 

(E) Courses numbered 500-599 are intermediate courses providing undergraduate or professional credit that may be counted on a major or field of specialization and may provide graduate credit only in other departments. 

(F) Courses numbered 600-699 are courses providing undergraduate or professional credit that may be counted on a major or field of specialization, and may provide graduate credit (in all departments). 

(G) Courses numbered 700-799 are advanced courses providing undergraduate, graduate, or professional credit. 

(H) Courses numbered 800-999 are courses providing graduate credit and are open to undergraduates only with the consent of the dean of the graduate school. 

(I) Courses for which graduate credit is anticipated must be taught by a member of the faculty approved by the graduate committee of the department offering the course. Eight hundred and 900 level courses must be taught by members of the graduate faculty. 

Rubric for assigning grades:

3335-8-21 Marks. 

The official marks of the university are as follows: "A," "A-," "B+," "B," "B-," "C+," "C," "C-," "D+," "D," "E," "EM," “EN,” "I," "K," "P," "PA," "NP," "R," "S," "U," "W." These marks shall have the following meaning: 

(A) "A," "A-" 

The instructor judged the student to have satisfied the stated objectives of the course in an excellent manner. The student's performance was judged to be in this range of high quality based upon a comparison with other students in the course, and/or with students who have taken the course previously, and/or the instructor's personal expectations relative to the stated objectives of the course, based on the instructor's experience and expertise. 

(B) "B+," "B," "B-" 

The instructor judged the student to have satisfied the stated objectives of the course in an above-average manner. The student's performance was judged to be in this range of above-average quality based upon a comparison with other students in the course, and/or with students who have taken the course previously, and/or the instructor's personal expectations relative to the stated objectives of the course, based on the instructor's experience and expertise. 

(C) "C+," "C," "C-" 

The instructor judged the student to have satisfied the stated objectives of the course in an average manner. The student's performance was judged to be in this range of average quality based upon a comparison with other students in the course, and/or students who have taken the course previously, and/or the instructor's personal expectations relative to the stated objectives of the course, based on the instructor's experience and expertise. 

(D) "D+," "D" 

The instructor judged the student to have satisfied the stated objectives of the course in a low but acceptable manner. The student's performance was judged to be in this range of below average but acceptable quality based upon a comparison with other students in the course, and/or with students who have taken the course previously, and/or the instructor's personal expectations relative to the stated objectives of the course, based on the instructor's experience and expertise. 12- 89 

(E) "E" 

The instructor judged the student not to have satisfied the stated objectives of the course. Credit for a course in which the mark "E" has been received can be obtained only by repeating and passing the course in class (see rules 3335-8-23 to 3335-8-28 of the Administrative Code). 

CCI Discussion Handout #3 : Syllabus Expectations

Information in the ASC Curriculum and Assessment Office 

Curricular Operations Manual (2007-08)

V. Guidelines for Proposals
A. Effective Syllabi

What makes my syllabus effective? What do the committees look for?

It is important for both instructors and students to realize that a syllabus plays the role of a contract, outlining the various responsibilities to be successful in a course. The syllabus sets the tone for the course. Syllabi should include:

· Instructor’s contact information, including name, location, phone, e-mail, and office hours

· Course title, number, call number, meeting days and times, and classroom location

· Course description, learning goals and learning objectives for students, and prerequisites 

· If applicable, please list GEC category; See Appendix 3, p.63  for a listing of GEC Course Assessment Goals broken down by GEC category.  Committees will look for a listing of applicable goals as well as a description of how assessment of these goals are embedded into the course structure.

· Required texts, course packets, and supplies, and where they can be purchased

· List of texts on reserve in the library and where the reserve desk is located

· Detailed calendar for the course, including a weekly outline of readings and homework, exams, and date, time, and location of the final

· Length and format required for all papers, homework, and laboratory assignments

· How class attendance and participation are included in the grade, and what is expected of students in order to be successful in this area

· Grading pattern and criteria

· Academic Misconduct Statement; see following page for sample. (http://artsandsciences.osu.edu/currofc/resources/sampleStatements.pdf)

· Disability Statement, including information on accommodations and where to seek assistance in 16 pt. font; see following page for sample. (http://artsandsciences.osu.edu/currofc/resources/sampleStatements.pdf)

· If the syllabus is standard for several sections, include the name and contact information for the course coordinator.

· A separate sheet may be included from the GTA or recitation leader with the contact.

· Information and individual policies for courses with several sections
1. Sample Academic Misconduct Statement

Academic Misconduct

It is the responsibility of the Committee on Academic Misconduct to investigate or establish procedures for the investigation of all reported cases of student academic misconduct. The term “academic misconduct” includes all forms of student academic misconduct wherever committed; illustrated by, but not limited to, cases of plagiarism and dishonest practices in connection with examinations. Instructors shall report all instances of alleged academic misconduct to the committee (Faculty Rule 3335-5-487). For additional information, see the Code of Student Conduct (http://studentaffairs.osu.edu/info_for_students/csc.asp).

2. Sample Disability Statement

Disability Services   (must be in 16 pt font to comply with ADA) Students with disabilities that have been certified by the Office for Disability Services will be appropriately accommodated, and should inform the instructor as soon as possible of their needs. The Office for Disability Services is located in 150 Pomerene Hall, 1760 Neil Avenue; telephone 292-3307, TDD 292-0901; http://www.ods.ohio-state.edu/.

CCI Discussion Handout #4 : Syllabus Expectations

EHE approved template for course submission

Recommended Syllabus Components and Format  4/5/07

The Ohio State University

                           College of Education and Human Ecology

Department or School of _____________

School or Department Abbreviation and Course Number

Quarter Year

Class Meeting Day/Time/Location (if known)
*OAA recommended syllabus items

Instructor Name, Office, Phone, E-mail, Office Hours (If a generic course submission, this information can be left off; however, it can be helpful to know who proposed the course.) *OAA  requests preparer information and date of preparation.
*Course Number, Title and Description (*from Course Offering Bulletin), Credit Hours

*U,G Level, Credits, Class time distribution, prerequisites, quarters offered, general information, exclusions, cross-listing (also on course form, so may not be needed here)
*Course Objectives/*Learning Outcomes -- Required for Teacher Licensure and/or NCATE  --  Candidates preparing to work in schools as teachers or other professional school personnel must know and demonstrate the content, pedagogical and professional knowledge, skills, and dispositions necessary to help all students learn.  Explain what this course seeks to achieve and how knowledge and skills will be demonstrated.  To focus on student outcomes, try using the lead in phrase:  Following successful completion of this course, the student will be able to….   
*Required Text(s) and Course Materials -- Include titles, authors, and publication dates in standardized format.  For graduate courses, consider a review of the literature; a list of references that form the foundation of the course.

*Grading Plan/Grading Rubric – Point structure for assignments and tests, *including lab assignments, if applicable.  Include explanation of how student performance will be assessed.
Grading Scale – Sample grading scale as listed on Carmen

A   93-100%

B+  87-89

C+  77-79

D+  67-69

A-  90-92

B    83-86

C   73-76

D   60-66




B-  80-82

C-  70-72

E   59% or less
S/U graded courses:  Recommend 83% (B) for graduate level; 70% (C-) for undergraduate level. 
*Topical Outline - Schedule of Topics, Readings, Assignments – Including assignment due dates, exam dates, and final exam date and time

Assignment Details – Description, format, due dates, evaluation criteria, examples, (some of this may be provided as the quarter progresses)
Policies for Missed Exams/Quizzes - Make-up options, acceptable reasons, notification of absence, etc.

Policies for Student Conduct and Participation -- Provide clear information about attendance, class and group participation, and other aspects of conduct that impact on individual student’s and class members’ learning and professional development.

Academic Misconduct -- The Ohio State University’s Code of Student Conduct (Section 3335-23-04) defines academic misconduct as: “Any activity that tends to compromise the academic integrity of the University, or subvert the educational process.” Examples of academic misconduct include (but are not limited to) plagiarism, collusion (unauthorized collaboration), copying the work of another student, and possession of unauthorized materials during an examination. Ignorance of the University’s Code of Student Conduct is never considered an “excuse” for academic misconduct, so I recommend that you review the Code of Student Conduct and, specifically, the sections dealing with academic misconduct. 

If I suspect that a student has committed academic misconduct in this course, I am obligated by University Rules to report my suspicions to the Committee on Academic Misconduct. If COAM determines that you have violated the University’s Code of Student Conduct (i.e., committed academic misconduct), the sanctions for the misconduct could include a failing grade in this course and suspension or dismissal from the University. For additional information, see the Code of Student Conduct (http://studentaffairs.osu.edu/info_for_students/csc.asp).

ODS Statement -- Any student who feels s/he may need an accommodation based on the impact of a disability should contact one of the instructors privately to discuss specific needs. The Office of Disability Services is relied upon for assistance in verifying the need for accommodations and developing accommodation strategies. Please contact the Office for Disability Services at 614-292-3307 (V) or 614-292-0901 (TDD) in room 150 Pomerene Hall to coordinate reasonable accommodations; http://www.ods.ohio-state.edu/.  Please make sure that students know they will be expected to follow Americans with Disabilities Act Guidelines for access to technology.
Grievances and Solving Problems  --  According to University Policies, available from the Division of Student Affairs, if you have a problem with this class, “You should seek to resolve a grievance concerning a grade or academic practice by speaking first with the instructor or professor:  Then, if necessary, with the department chairperson, college dean, and provost, in that order.  Specific procedures are outlined in Faculty Rule 3335-7-23, which is available from the Office of Student Life, 208 Ohio Union.”  “Grievances against graduate, research, and teaching assistants should be submitted first to the supervising instructor, then to the chairperson of the assistant’s department. “   

Statement on Diversity -- The College of Education and Human Ecology affirms the importance and value of diversity in the student body. Our programs and curricula reflect our multicultural society and global economy and seek to provide opportunities for students to learn more about persons who are different from them.  Discrimination against any individual based upon protected status, which is defined as age, color, disability, gender identity or expression, national origin, race, religion, sex, sexual orientation, or veteran status, is prohibited.

*U/G Courses   --   If a U/G course, state differences in expectations for undergraduate and graduate students.  If there are no differences, state so in the evaluation section.

Off-Campus Field Experiences   --   Describe the nature of and provisions made for off-campus field experiences in terms of: (1) collaboration between OSU and school (or other) partners and (2) what will be the evidence that field experience objectives have been attained.

Technology    --   Required for Teacher Licensure and/or NCATE  --  Describe the role of technology in the proposed course.  For educator licensure courses, promote the possible use of products from the course in students’ electronic portfolios.

