TEC Course Syllabus Template

Specific courses in teacher preparation (eg. courses with the prefix AED, ECE, EDL, EDU, FSA, LIT, PED, SHH, SPE and other courses requiring special designation on the Teacher Education Council Web site, www.cortland.edu/administration/provost/tec.asp, also require additional items that must be included on the syllabus, and these are noted in the “Components for the Cortland Teacher Education Course Syllabus,” also found on the TEC Web site. Faculty should consult Section 410.12 Class Attendance for Students and Faculty when preparing the syllabus.
(Approved by Provost Davis-Russell July 2007)
 
Criteria for Teacher Preparation Courses Requiring Special Designation:  Refers to courses that focus on assisting or understanding P-12 students in the teaching-learning process.  Included among such courses would be: 
· Courses on classroom methodology (AED 391)
· Courses that address P-12 student development(PSY 231 and 232)
· Courses specifically designed only for teacher education candidates (MAT 101, SCI 141 and 142)
· Courses that cover a combination of content and pedagogy (ENG 402)

Components for the Cortland Teacher Education Course Syllabus:  The following checklist identifies required components for syllabi for teacher education courses.  Syllabus format and the addition of other components are at faculty discretion and in compliance with any specific department or program guidelines.

General Information
____ Name of the Institution (SUNY Cortland)
____ Name of the Department
____ Semester, Year of the Course
Course Information
____ Course Prefix, Number, Title, and Credit Hours
____ Required Course Materials (eg. Textbooks, journal articles, library and/or online resources) 
____ A Course Description 
____ Course Objectives/Learning Outcomes
____ Schedule and Activities
____ Attendance Policy
____ Evaluation of Student Performance
____ Disability Statement
____ Academic Integrity Statement
____ Alignment of Syllabus Components with Conceptual Framework and Specialty Program
         Association Standards – Where most appropriate, assignments, and/or activities, and/or evaluations of student performance should be linked to: a) the Specialty Program Association Standard that the task fulfills (eg. ACEI, Standard 4, NSTA, Standard 2), and b) the Conceptual Framework area met (eg. CF-Knowledge Base).
Instructor Information
____ Name of Instructor
____ Office Hours, Location, and Telephone Number
____ E-mail Address

Academic Integrity Statement: Faculty should include in all syllabi a reference to upholding academic integrity and intolerance of academic dishonesty. Suggested wording might be the following: “Students will not cheat or plagiarize in this course. Plagiarism, a serious academic offense, is defined as expropriating the ideas of others and using them as one’s own without due credit. Students who cheat in examinations or plagiarize in this course will be disciplined in accordance with university rules and regulations. (See College Handbook, Chapter 340.)” 

Disability Statement: Faculty should include in all syllabi a reference to disabilities accommodations SUNY Cortland is committed to upholding and maintaining all aspects of the federal Americans with Disabilities Act of 1990 (ADA) and Section 504 of the Rehabilitation Act of 1973. Suggested wording might be the following: “If you are a student with a disability and wish to request accommodations, please contact Disability Services located in Van Hoesen Hall, Room B-40, or call (607) 753-2066 for an appointment. Any information regarding your disability will remain confidential. Because many accommodations require early planning, requests for accommodations will be reviewed in a timely manner to determine their appropriateness to this setting.” 

Within the first two weeks of classes, faculty should post their office hours for students and submit them to their department chair who will send a copy to the dean of the school. Many faculty also list their office hours on course syllabi. As a part of its strong commitment to undergraduate teaching, Cortland prides itself on the availability of faculty to meet with students. To ensure this student access, faculty with a full teaching obligation should be available in their office for at least five hours per week to meet with students. Preferably, the hours should be spread through the week and at different times of the day. Those with part-time teaching assignments should hold proportionate office hours. Department chairs and deans will address any variations in these expectations. 
Faculty members are required to meet their classes as scheduled in the Course Schedule unless permission to change meeting times has been approved by the dean of the school, after consultation with the department chair and with the Registrar’s Office. Approving a request to change a course meeting time must meet the following criteria: 
Students enrolled in the course have no conflicts with any other scheduled course including laboratory or performance type course 

Students are not subjected to extreme inconvenience by the time change. 
Faculty members are obligated to meet their classes during each scheduled class period, including those classes scheduled 48 hours before and after a vacation. With the approval of the department chair, an instructor may reschedule a particular class session for such purposes as testing, attendance at special programs, seminars, and field trips. In the event an instructor cannot meet this class for any reason including illness, absence from campus, or another professional obligation, s/he shall arrange for another qualified person to conduct the class during the absence unless, by mutual agreement between the chair and the instructor, other educational arrangements are warranted. 
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