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Values Statement
Lehman College is committed to providing the highest quality education in a caring and supportive environment where respect, integrity, inquiry, creativity, and diversity contribute to individual achievement and the transformation of lives and communities. 
Services for Students with Disabilities: The College will make reasonable accommodations for persons with documented disabilities. Students can request services by contacting the Office of Student Disability Services located in Shuster Hall, Room 238. Students should be prepared to discuss the nature of the disability, the impact on learning, and the accommodations needed to help you meet your academic goals. Please contact (718) 960-8441 to schedule an appointment.




Course title 

Course Number
Dates: 

Times:  

Prerequisites

Co-requisites

Instructor 

Name                                                     

        
Telephone:



Email address
 
Office hours: (Times or by appointment)



Office Location:
Course Description

This course is designed to provide training in a range of essential skills as well as a broad understanding of the xxxxxx. Participants will experience a comprehensive approach to xxxxx. Areas covered will include how to xxxx. The course is based on the use of (technology for research and data analysis using xxxxxxx). The course will examine and demonstrate how xxxxxx
Course Goals and Objectives Goals should ideally be phrased in active terms, e.g. "You will learn to make and critique arguments." 

This course is designed to/for xxxxxxx. You will learn to:

· Understand the purpose and potential of xxxxxxx.

· Describe how xxxxxxxx.

· Create, edit and revise xxxxxxx
· Employ assessment data to xxxxxxxx to develop a strong needs rationale.

· Use technology to xxxxx
· Develop benchmarks for xxxxxx to xxxxxxx
· Design a project idea that will illustrate xxxxxxx
· Build a xxxxx that is consistent with the xxxxxx course goals.

· Use a spreadsheet for xxxxxx (ex: budget development).
Classroom Design (Instructional format)
Let students know whether the course involves fieldwork, research projects, lectures, discussions with active participation, and the like. Which are required and which recommended?
Sample: There will be multiple instructional formats and venues involved in the class. Whole class, paired work, and small groups will be part of the fabric of the class. Active technology will be integral in both reference work, and data collection. 
Agenda

The course will ask participant to focus on a set of key questions:

· How can xxxxxxxxxxxx?

· Where can I find xxxxxxxxxxxx?

· How can we effectively write xxxxxxxxxx?



Course Outline
Provide a course calendar or schedule. The schedule should include the sequence of course topics, the preparations or readings, and the assignments due. For the readings, give page numbers in addition to chapter numbers--this will help students budget their time. Exam dates should be firmly fixed, while dates for topics and activities may be listed as tentative.


Date: 

Day 1:

Course introductions, expectations, and overview of the field of the grant writing process

How to xxxxxxxxxxxxx
Developing a xxxxxxxxxxxxxxx 

Looking at xxxxxxxxxxx
Collect data to develop xxxxxxxxxxx

Week 1 Readings: Jossey Bass, Chapter x Page X xxxxxxxx


       Article X, Author, Date, Web location






Assignment Day 1 Due Date/Time: Date xx/xx/xx  Time:

Date: 

Day 2: 
Review and group discussion of homework assignment

The Development Process of xxxxxxxx
Budget development xxxxxxxxxxxxx

Week 2 Readings: xxxxxx

Assignment due: Date xx/xx/xx  Time:

Course Expectations and Assessments
Estimate student work load. Give students a sense of how much preparation and work the course will involve. How much time should they anticipate spending on reading assignments, problem sets, lab reports or research?
This course will be presented for (X) credit points and/or Pass/Fail option. To achieve a Pass both the attendance component and the written component must be successfully completed on time. 
Attendance, Weekly Homework, Preparation and Participation______
___      (XX%)
Students will participate in this course in a variety of ways from engaging in writing, submitting a proposal/project, and XXXXXXXXX. Students will be involved in group work as well as individual projects.

]
Boilerplate Lehman Online Attendance Policy
Online students are subject to the same attendance policy and procedures as traditional students and instructors are required to record attendance to certify eligibility for financial aid. Please see the “Attendance Policy and Procedures” section of the Lehman Student Handbook. Individual instructors will often weigh online attendance and participation in determining grades. It is the student’s responsibility to ascertain the effect attendance may have on the grade in this course. However, participation will be defined in a different manner.
Student attendance in online courses is defined as active participation in the course as described in the individual course syllabus. Online courses will, at a minimum, have weekly expectations for student participation, which can be documented by any or all of the following methods:

· Completion of tests.

· Submission/completion of assignments (through the digital drop box or discussion boards).

· Communication with the instructor.

In order to maximize the learning experience for all, participants will be asked to:

· Read articles and materials actively and be prepared to discuss in class

· Find data on XXXXX
· Use a spreadsheet to develop XXXXXX
· Contribute to large and small group discussions

· Complete all homework assignments and class projects time 


Written Project for Credit students:_(See below)________________________(xx%) 
Assignment Due date: (Include Policies for extensions, submissions)
Students are required to write a/an XXXXXXXXXXXX which contains the following pieces:

1. Create a proposal on xxxxx 

2. Length: xxxxx pages (not including abstract, bibliography and budget) 
3. Research xxxxxx. Write about xxxxxx 
Proposal must include:

1. A one page abstract which highlights xxxxxxx to be addressed.

2. One to two pages outlining a specific need to be addressed in the proposal supported by data evidence 

3. Two pages of goal and objectives development which are aligned to xxxxx 
4. One page of supporting research to back up your proposal idea. 

5. A/an xxx page  budget narrative  and spreadsheet outlining the total cost of xxxxx

6. Iinclude bibliography in APA format

Discuss course policies. Clearly state your policies regarding class attendance; turning in late work; missing homework, tests or exams; make-ups; extra credit; requesting extensions; reporting illnesses; cheating and plagiarism. Include a description of students' responsibilities in the learning process.
Policy Example: If you need a time extension for submitting the final paper, you must make a request for one before the proposal/paper/project(s) are due. Instructor will not  grant an extension requests made even a short time after the due date. We may grant a time extension of reasonable length if: (1) you have shown through prior contact with us during the course that you have been working on the proposal/paper/project(s) and are making progress; and (2) you make the request prior to the time the proposal/project is due.

Lehman Online Academic Integrity and Plagiarism Policy
The most common forms of academic dishonesty are cheating and plagiarism. Cheating is taking or giving help on a test: for example, using unauthorized books, papers, or notes during an examination; or procuring, distributing, or using unauthorized copies of examination. Plagiarism means the failure to give credit for the source of another’s words or ideas, or—as in the use of borrowed or purchased papers—passing off another person’s work as one’s own.
The full policy statement may be found in the Lehman Student Handbook. For more information refer to http://www.lehman.cuny.edu/student-affairs/documents /student-handbook-02.pdf


Grading_____________________________________________________________ 
(These are suggested examples for sample syllabus) Offer Rubrics and any other specific grading
I will base your final course grade on the following factors.

-Active and engaging involvement in the class (xx %)

-Quality of proposal/paper/project(s) (xx %)
-Homework completed on time (XX%)

Required Core Books: 
Supplementary Readings: various articles to be distributed in class. 
General Course Instructions and Notes:____________________________________
For Credit students:

In general, one credit represents 15 hours of classroom work or 30 hours of laboratory work, plus supplementary assignments, or the equivalent thereof. Unless otherwise stated, the number of credits assigned to a course is the number counted toward a Lehman College baccalaureate degree.
For Online/Hybrid Courses: 
Include expectations regarding how often students should plan to log onto the course site, how often and in what form they should contribute, specific posting dates/times and location and approximately how much time they should set aside for course preparation and participation.
Technology and Blackboard Issues________________________________________

Blackboard Online Preventive Measures for Downtime and/or Information Loss
Blackboard is a large, integrated system, and all such systems do have unscheduled down time, however unusual and short-lived.  Furthermore, there is no CUNY or Lehman College policy to restore courses in which all or part of the content is deleted, damaged or otherwise becomes inaccessible. Therefore, students (as all users) are strongly urged to keep a print and electronic backup of all the class work they have submitted.

Be sure to have on hand your instructor's email address in case of any system failure: in such a case you should check the Blackboard link on the Lehman home page for the latest information on service interruptions and email your instructor for specific instructions, should you need them.

For help with Portal/Blackboard Username or Password problems:  
visit the Lehman HELP DESK in the IT Center in Carman Hall - click for map (or call x1111). Off campus: (718) 960-1111

For videos and up-to-date Blackboard status information: http://www.lehman.edu/academics/blackboard/index.php
Online Student Orientation:
http://www.lehman.cuny.edu/faculty/rwhittaker/oo/ooselect.html
	
Incomplete (IN): The grade of INC is awarded only when the course requirement has not been completed for good and sufficient reasons and when there is a reasonable expectation that the student can successfully complete the requirements of the course. The INC grade covers any failure to complete all requirements for a course, such as submitting a paper or taking a final examination. 

For an instructor to grant an INC, the student must have met the instructor's attendance requirements in the course and have a passing semester average. The student must complete the missing work within the first ten weeks of the following semester. If the instructor is not available, the student must consult with the department chair. A grade replacing the INC may not be entered by the instructor or department chair later than the last day of classes of the following semester. INC grades not completed by the deadline will become Fs (FINs) (or the equivalent under Grading System I-R, NC).


References: 
http://teaching.berkeley.edu/bgd/syllabus.html

For Further Assistance and Collaboration:
Alyson Vogel
Telephone: 347 577-4024
Email: alyson.vogel@lehman.cuny.edu


Creating a Syllabus: References and Web Sources
http://www.lehman.edu/lehman/programs/generaledu/creating-syllabi.htm

Number, Title, and Course Description

Prerequisites

Co-requisites

Place of Course in Curriculum

Required

Elective

Working themes of the Conceptual Frame of the Division addressed in the course:

Course Objectives

Instructional methods implemented in the course

Required texts

Supplemental reading

Course expectations and assessments

Syllabus Example 

http://comet.lehman.cuny.edu/calculus/
http://comet.lehman.cuny.edu/calculus/172projects.html
http://comet.lehman.cuny.edu/calculus/precalc/growth.html
Does your syllabus contain the following?

· Course title

· Course designator

· Course number

· Number of credits

· Day, time, and place of class meetings

· Instructor's name

· Office location

· Office hours

· At least one method of contacting you (phone, email, fax)

· A brief description of the course

· Required and recommended materials and the location of the materials

· Course goals, objectives, and expectations

· Course prerequisites

· Schedule of assignments, papers, projects, etc.

· Criteria for grading and grading standards (including the U of MN definition of grades)

· Make-up exam policy

· Senate student academic workload policy

· Statement on accommodations for students with disabilities

· Statement on classroom conduct

· Statement on academic misconduct

· Statement regarding sexual harassment

· Statement on penalties for late work 

Enhancements

Would your students benefit from any of the following?

· Statement which encourages students to see you outside of class.

· Description of what the class will be like, including a description of and rationale for your teaching methods.

· Clear guidelines detailing how students are to prepare for and behave during a class session. (e.g. read the assignments BEFORE class, come on time, participate in discussion, etc.)

· Statement describing what students can expect from you

· Description of special procedures or rules for this class (e.g., laboratory rules and procedures)

· Advice on how to read/approach the materials for this class

· Advice on how to study for quizzes and exams

· Specific criteria for each graded assignment

· Statement on incomplete coursework

· Statement telling students how to dispute a grade for an assignment or exam

· Statement regarding extra credit

· Statement regarding exam re-takes and/or coursework resubmission

· Information on special services or resources which might be helpful to the students

· Other information which would help students succeed in this class

