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COURSE SYLLABUS – Minimum Requirements
Course Title:  [Insert Course Title]
Course Number:  [Insert Course Number]
Section:  [Insert Course Section]
Semester:  [Insert Semester]
I.
Course Description

[Provide a general description of the course as found in the college catalog]

II.
Instructor Information


Name:

Office Number / Location:

Office Hours or time available for student contact:

Office Phone/Voice Mail:

E-mail address:
III.
Course Identification


Credit Hours:

Course meeting times:

Pre- and/or Co-requisites:
IV.
Federal Credit Hour Notification

Institutions of higher education must demonstrate how courses offered for credit comply with the federal definition of the credit hour.  In general, for every 1 credit hour assigned to a course, students should be provided with the equivalent of a minimum of 1 hour (50 minutes) of instruction and two hours (100 minutes) of out-of-class assignments, for a minimum of 15 weeks.  Actual assignment of credit hours will depend upon the nature of the course (lecture, lab, clinical, seminar, etc.).  For the current course, the table below describes how the federal definition is met by this particular course:

	
	A.

Total Minutes Instructional

Time

Per Week
	B.

Total Minutes Outside Assignments

Per Week
	C.

Total Time

(Add columns A and B)
	D.

Number

Of Weeks

Class Meets 

in the Semester
	E.

Total Minutes 

For Course

 (Multiply 
column C 

by column D)

	Lecture
	[Insert here]
	[Insert here]
	[Insert here]
	[Insert here]
	[Insert here]

	Lab
	[Insert here]
	[Insert here]
	[Insert here]
	[Insert here]
	[Insert here]

	Clinical
	[Insert here]
	[Insert here]
	[Insert here]
	[Insert here]
	[Insert here]

	Seminar
	[Insert here]
	[Insert here]
	[Insert here]
	[Insert here]
	[Insert here]

	Internship
	[Insert here]
	[Insert here]
	[Insert here]
	[Insert here]
	[Insert here]

	Other
	[Insert here]
	[Insert here]
	[Insert here]
	[Insert here]
	[Insert here]

	Total
	[Insert here]
	[Insert here]
	[Insert here]
	[Insert here]
	[Insert here]

	Total Minimum Minutes Required by Federal Law:
	Actual Total in this Course: 




V.
Required Text(s)/ Materials:
[Insert list of required text(s) and other material, such as workbooks or supplies that are required.  If appropriate, note suggested materials as well.]
VI.
Course Learning Outcomes

At the completion of this course, the student will know or be able to:


[List the specific learning outcomes all students will show after successful 

completion of the course; normally, this would be a list of the 5 – 7 major learning outcomes that 

all students would be able to demonstrate after completing this course]

VII.
Classroom Policies and Procedures

A. Attendance Policy – As noted in the college catalog, students are required to attend all scheduled in-person and online classes, labs, seminars, clinicals, and internships associated with the course.  [For online courses, instructors to indicate: “In order to be counted as having attended an online course, students must demonstrate weekly participation in an academically related activity.  Academically related activities include submitting an assignment, taking an exam, watching a video, participating in an online discussion board, engaging in a study group, initiating contact with the instructor, or responding to the instructor’s contact. An academically related activity does not include logging into an LMS.  Students who have not engaged in an academically related activity will be listed as not in attendance.” Instructors may insert additional special instructions concerning how missed classes will be handled].
B. Academic Integrity Policy – Policies on academic integrity, including such issues as cheating, plagiarism, etc., as well as penalties which may be imposed, are outlined in the college catalog and will not be repeated here. Students should familiarize themselves with these policies. 
C. Grievance Policy – The policy on academic grievances is provided in the college catalog.   The college provides students the right to file an academic grievance.
D. Disability Policy - The policy on disability services is provided in the college catalog and will not be repeated here.  Students should familiarize themselves with the disability policy and the associated services.   
E. Student Conduct Policy - Trocaire College has high regard for its students and for all members of the College Community. Trocaire expects its students to obey all applicable civil laws; to behave in ethical, professional and courteous ways and to observe the specific policies and standards which govern a student’s behavior at the college.  The Student Code of Conduct is outlined in the Student Handbook and will not be repeated here.  Students should familiarize themselves with the policy.

F. [Instructors may insert special classroom policies and procedures related to the specific course / section, but these should not be substantively different from the general policies as outlined in the college catalog.]
VIII.
Methodology – [Use this space to let students know how most of the classes will be conducted

 (lecture, video, lab, group/team work, clinicals, internships, online, compressed schedule,etc.)]
IX.
Evaluation and Grading  – [Insert information here regarding how students will be evaluated and graded in this course. This is a critical piece of your Course Syllabus. 

When students appeal a grade, this documentation is necessary to determine if the student has a valid appeal.  Please be sure to be very clear and specific with respect to your policies.]
X.
Course Outline / Schedule

[This may be outlined by topics, units, calendar, etc.)  It is important to list due

dates, exam dates, etc. in this outline.]
XI.
Library
Visit, the library website at: http://library.trocaire.edu
XII.
Academic Support

Services including testing, tutoring support, advisement, and academic workshops are outlined under student services in the college catalog and will not be repeated here.  Students should familiarize themselves with these supports.

XIII.
Helpdesk Hours
The Office of Information Technology helpdesk is staffed Monday – Friday from 7am-8pm.  Visit: https://my.trocaire.edu/oit/helpdesk/  for additional information.
XIV.
Counseling Services
Trocaire College offers individual counseling appointments to all students free of charge.  For more information, visit: https://my.trocaire.edu/student-services/counseling-services/
XV.
Building Hours

During scheduled class sessions, the college opens one hour prior to the earliest scheduled class and closes one half hour after completion of the latest scheduled class. 

Hours between semesters and during the summer vary and are posted. 
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