Department of Science & Mathematics 

Syllabus template instructions

The Curriculum Committee of the Department of Science & Mathematics has adopted the template as a standard by which all syllabi for departmental courses can be measured.  The primary purpose of this template is to provide a convenient way for instructors to ensure that their syllabi meet the requirements set by the Provost.

The information called for by the template represents the minimal amount of information required by the Provost, and instructors should feel free to add any additional information desired.  This is intended as an aid to help us all meet the requirements, not to tie instructors’ hands.
Instructions:

Begin by choosing the template appropriate for your courses’ designation (MA, SC, or SL).  Within the template file, instructions and filler text are highlighted – you should delete all highlighted text and replace it with information pertinent to your course.  Text in the template that is not highlighted should generally not be changed.
Some comments about the required information:

 1. In the second line, the course number for section 01 of Biology: The Living World, for example, would appear as 56-1110-01 (SL).  

 2. For multi-section courses sharing a common syllabus, the section number can be omitted at the top, and information specific to a particular section (e.g., section number, meeting times and locations, instructor information) can be left blank for students to fill in on the first day of class.

 3. For email: Please provide and use your @colum.edu address.  Since this is the address used by OASIS and provided in the college’s online phonebook, it is important to routinely check that address.  Please contact User Support or your coordinator if you’d like help setting up a different email client to retrieve messages from your Columbia address.

 4. Learning Outcomes must be identical for all sections of a multi-section course. See http://www.colum.edu/Administrative_offices/Provost/Documents_folder/Guide to Learning Ou.doc for guidelines on how to write course objectives.

 5. Grading and Evaluation: The Department of Science & Mathematics Curriculum Committee requires:

· The use of +/- grades, and for each letter grade, scores that will guarantee that grade (this does not preclude instructors from using their judgment in borderline cases nor making use of class curves or other such tools).

· The use of at least three categories of assessment tools (e.g., homework, quizzes, exams, labs, projects, etc.), and a description of how performance on each affects the overall course score.

 6. Attendance Statement:  The template contains the department's statement on attendance.  Instructors may embellish, if desired.  Note: the College does not have any uniform attendance policy, meaning that syllabi must not suggest that there is.
 7. Learning Studio: Choose one of the statements that are provided and delete the other.
 8. Course Calendar: The format and level of detail of the course calendar may vary.  At minimum, it should include: due dates of major assignments or projects, dates of exams/quizzes, dates of special events such as field trips, and, briefly, topics to be covered.  It may also include assignments and readings, in-class activities, etc.  Important dates in Columbia’s academic calendar may also be added – see the “Important Dates” link at http://www.colum.edu/Administrative_offices/Records/Registration.php 

 9. Department Lab Safety Mandate: The following Lab Safety paragraphs must be included (unedited) on all syllabi for classes that meet in 504, 513, and 515.
In addition to the specific lab safety rules discussed by your instructor, and because your classroom is designated as a formal laboratory space where potentially dangerous chemical and biological agents are used daily, there are two all encompassing safety rules that must be followed by all students, student workers, lab aides, staff, and faculty while occupying the room (with absolutely no exceptions).

1. At no time is any item intended for consumption (food, water, soda, gum, candy, mints, cough drops, medication, etc.) allowed in the lab space. These items may NOT be stored, “saved for later,” or eaten at any time – whether a formal lab is in progress or not. You MUST exit the lab (and please first wash your hands) to consume any food, drink, or medication. 

2. At the start of a formal lab experience and at your instructor’s direction, all students and faculty must have on approved lab safety glasses or goggles so that your eyes are protected (not just placed somewhere on your head). Once the lab is concluded and your instructor has cleared the lab space of any chemical or biological agents, you may remove your eye protection and return the safety glasses or goggles to the instructor.
Note to Syllabus Writer: 

Labs in which food items are part of the lab experiment and not intended to be consumed, such as eggs to make egg tempera paint, an onion skin used to look at the cell structure, or the separation of food dyes in candy are exempt. 

While food science is an important part of both chemical and biological science, if you plan to do labs that investigate the nature of food (where items may be consumed) you must notify both your coordinator and the office staff so that (for that lab only) a non-traditional lab space and equipment may be secured to perform such a lab. 

