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REQUIRED SYLLABUS ELEMENTS FOR UCOC

[bookmark: _GoBack][bookmark: _Hlk157760555]The following outlines the syllabus elements that are required for courses to be reviewed by the University Committee on Curriculum (UCOC). For assistance with instructional and syllabus design, the Center of Excellence in Teaching (CET) provides training and resources. While a specific template need not be used for the purposes of UCOC review, the CET hosts a fully fleshed-out and accessible syllabus template that includes additional design content and which can be downloaded and customized. 


Proposed Course ID and Title

e.g. ECON 350 The World Economy 

Proposed unit value and contact hours 

e.g. 4-units with 4-contact hours/week. 

Note 1: A contact hour represents 50 minutes.

Note 2: The general expectation for a standard format course offered in a standard 15-week term is that the number of 50-minute contact hours per week should equal the number of semester units indicated and that one semester unit entails 1 hour of class time and 2 hours of outside work (3 hours total) per week. Please refer to the Contact Hours Reference document under Resources on the Curriculum Office website.

Proposed Term(s) offered

Standard fall and spring sessions (001) require a final summative experience during the university-scheduled final exam day and time.

Location

For most courses, the response will be “A general purpose classroom” follwed by your estimate of the room capacity (e.g. “A general purpose classroom with a capacity of 19”).  If the proposed course requires special equipment such as a piano, 15 computer workstations, a Swedish ladder, etc., please identify it here. You may also provide an exact physical address if the course requires a special-purpose classroom that is not under the control of Classroom Sceduling and/or course-related URLs, etc., if known.


Instructor

If known. Or “Staff” if the course may be taught by a several faculty in the deparrtment.

Contact Info

The course proposer, if known. Or the Department/Program Chair or the Department Curriculum Coordinator will often suffice.

Course Description 

The course description is an expanded version of the description published in the University Catalog. Unlike the Catalog description, this decription should use complete sentences to describe the student audience for whom the course is appropriate, elaborate on course topics, and provide aspirational statements as appropriate.

Course Learning Objectives and Outcomes

These may be in list form. Course learning objectives are often aspirational and identify what the instructor intends to teach during the course. Learning outcomes identify specific indicators that demonstrate learning objectives are being achieved, whether those indices are quantitative (i.e. measurable skills, quantifiable indices, etc.) or qualitative (i.e. survey results or other narrative forms). 

Note: For assistance with developing course objectives and learning outcomes, see the CET website for resources.

Prerequisites, Co-requisites

If applicable. Prerequisites are course(s) that must be taken prior to this course. Co-requisites are courses that must be taken prior to or simultaneously with this course. The student course registration system does check if a student has satisfied (or will have satisfied) all listed prerequiites and corequisites before the proposed course can be taken.

Concurrent Enrollment

If applicable. Concurrent enrollment courses are courses that must be taken simultaneously with the proposed course. Again, the student course registration system will check to ensure that the student registers in all concurrent registration courses.

Recommended Preparation

If applicable. Recommended preparation is background experience or course work that is advisable but not mandatory. Since recommended preparation may include non-course background material as well as specific courses, the student course registration system ignores everything listed as recommended preparation.

Course Notes

These are not the notes for the course, but rather notes about the course. Include important information on the course that may not appear elsewhere in the syllabus, for example grading type (e.g. Letter or Credit/No Credit), how materials will be distributed, how and when the instructor will communicate with students, if the course is administered in a unique or novel way, etc.

Technological Proficiency and Hardware/Software Required

If applicable. Please provide details for accessing the course if it is not in a traditional classroom setting. It is also important to inform students of specific software or hardware requirements and where they may obtain such hardware and software. 

Required Readings and Supplementary Materials

Required Materials should be listed separately from supplemental/optional materials. Include which materials must be purchased and where students will find everything on the reading list. Reading materials should be properly cited.

Note: A complete reading list is particularly important – especially for new courses – because: a) it shows that some thought has been put into the proposed course; and b) it helps reviewers judge whether the student workload is appropriate to the unit value of the course. 

Description of Assignments and Grading

Describe what kind of work is to be done and how it should be completed (e.g. types of exams and quizzes, group projects, class exercises). Include any grading rubrics to be used. This need not include every detail of every assignment (e.g. lists of exact problems due each week). This information helps reviewers judge the appropriateness of the unit value.


Grading Breakdown

Includes all contributions to the overall course grade, with their corresponding weights/percentages, typically in table form. The listed assignments will be the same ones found in the Description of Assignments and Grading section above. 

Note 1: if participation is a component of the course grade, it should normally not exceed 15% of the total grade. Where it does exceed 15%, the syllabus must provide an added explanation for why participation must be weighted more heavily. 

Note 2: No portion of the grade may be awarded for class attendance but non-attendance can be the basis for lowering the grade, when such a policy is clearly stated in the syllabus.

Here is a sample Grading Breakdown in tablular format:

	Assignment
	% of Grade

	Assignment 1
	25

	Assignment 2
	25

	Final Exam
	50

	Total
	100



Grading Scale

A grading scale – e.g. A = 90, B = 80 etc. – is completely optional for the purpose of UCOC review. If one is included it should be pedagogically relevant and includes a justification, not merely pasted from a template.

Assignment Submission Policy

Describe how and when assignments are to be submitted. This policy should be corroborated by the weekly breakdown. For instance, you could say here that homework will be assigned and due weekly and then list the assignment in the course schedule either by the week the work is assigned or by the week it is due.

Grading Timeline

If appropriate. Describe a timeline for grading and feedback.This lets studnts know how rapidly they will receive feedback on their performance.


Additional Course Polices

[bookmark: _mcjv6vomueh4]As applicable, describe any additional policies that students should be aware of to be successful in the course – e.g. late assignments, missed classes, attendance expectations, use of technology in the classroom, etc. 

Course Schedule: A Weekly Breakdown

[bookmark: _36d3kslt37f]An weekly outline of the entire semester including the course topics and exams, readings and other homework, and important dates for assignment submission, generally done in table format. Because the calendar changes from year-to-year, do not include specific dates, holidays, recesses, breaks, etc. The days courses meet may also change from term-to-term, do not include specific days of the week either. If you wish to further break down the week by day, refer to the first lecture of the week as Lecture 1, the second lecture as Lecture 2, etc.

Here is a sample Course Schedle in tablular format:

	Week
	Topics/Daily Activities
	Readings and Homework
	Assignment Dates

	Week 1
	Topic 1
	Reading/homework 1
	

	Week 2
	Midterm
	
	Homework 1 due

	....
	...
	...
	...

	FINAL
	In-class exam
	
	Refer to the final exam schedule in the USC Schedule of Classes at classes.usc.edu



Statement on Academic Conduct and Support Systems

Please include this as the final pages of every proposed syllabus even if you plan to include the statement in your course LMS pages. You can find the lastest version embedded in the Center of Excellence in Teaching (CET) syllabus template.
