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Frequently Asked Questions (FAQ’s) about

Course Syllabus Policy and Guidelines

1. How were the syllabus guidelines developed?

History: Syllabus policy and guidelines had been established under a previous provost and have been into effect for many years. The guidelines appear in the Pratt Institute Faculty Handbook (issued August 2002) (Part 4: Faculty Rights and Responsibilities: Teaching: Course Offerings and Syllabi; p. 26).

 “By the first meeting of each class, each semester, every faculty member will have prepared and distributed a written syllabus (course goals, list of topics/projects, requirements, assignments, evaluative mechanisms with percentage, reading and viewing lists, etc.) for each of his/her courses for the forthcoming semester. These syllabi will reflect adequate coverage of departmentally developed curriculum basics for each course. The chair/dean will be responsible for assuring that a copy of all syllabi for the courses offered by the department or school within a given semester will be on file in the department office and the dean’s office prior to the end of the first week of class.”
In the past year, the Office of the Provost and the Academic Senate reviewed and updated the existing syllabus guidelines to address a number of issues that arose or became apparent in recent times. They include:

· conformity with New York State Education Department regulations stating that: 

 “Academic policies applicable to each course, including learning objectives and methods of assessing student achievement, shall be made explicit by the instructor at the beginning of each term.”  “Education Law, Regents Rules, and Commissioner’s Regulations Concerning Postsecondary Education Program Registration.” Part 52.2: Standards for the registration of undergraduate and graduate curricula, (e) (4).
· meeting the requirements of regional (Middle States) and professional (ALA, FIDER, NAAB, NASAD, RATE, etc.) accrediting agencies. (One of the issues Middle States criticized Pratt for at the last accreditation visit was the lack of agreement between syllabi content and bulletin description of the same courses).

· the Academic Senate Academic Program and Policies Committee’s need for greater consistency in syllabus content in order to make appropriate decisions on new course proposals.

· the need to provide guidance to faculty members, especially new ones.

Revision process: Syllabus policy and guidelines were revised and adopted following the process described below.
· The Academic Senate undertook the revision of the existing syllabi guidelines in the 2004-2005 academic year. 

· Through collaboration among the Academic Senate, the Office of the Provost, and the Office of Institutional Research and Assessment, draft guidelines were revised several times and on November 29, 2005, the Academic Senate passed a resolution approving the Syllabus Policy and Guidelines. 

· The Senate-approved document was slightly amended by the Offices of the Provost and Institutional Research and Assessment, in close consultation with the President of the Academic Senate. The final version was approved by the Deans’ Council on January 18, 2006. 

· The Provost distributed the Syllabus Policy and Guidelines to the deans and to the President of the Senate on January 18, 2006, with instructions for further dissemination.

2. Do the syllabus guidelines allow for flexibility? 

Flexibility in encouraged. The information included in the syllabus will vary considerably to reflect departmental requirements, types of course, and personal teaching styles. While it is recommended that syllabi include the components specified in the Course Syllabus Guidelines, faculty members are encouraged to personalize their syllabi in accordance with departmental guidelines.

Clarifications regarding the revised syllabus policy and guidelines

· Content: In order to meet the needs described above, it is recommended that all syllabi include the components outlined in the guidelines in accordance with departmental policy and requirements.

· Format: the institute does not require any specific format for course syllabi. Personalization is encouraged within departmental regulations. 

· Examples: the examples presented under sections such as “Course Calendar Schedule,” and “Assessment and Grading” are there for illustrative purposes only. Departments and faculty members should include the components and formats that are most appropriate for any given course.

· Templates and sample syllabi: a syllabus template is available on the Provost’s website (http://www.pratt.edu/provost )strictly as a resource for faculty members. Faculty members may use it if they find it helpful, but are not required to do so. Additional templates are being developed and will be made available on the Provost’s website.

· The syllabus policy and guidelines are not cast in stone. We will be continually reviewing their effectiveness and make changes as needed.
3. What is the process for creating or revising syllabi? 

Implementation Plan

· The Director of Institutional Research and Assessment attends chairs’ meetings to go over the policy and guidelines and answer questions. 

· Syllabi construction workshops can be provided to groups of chairpersons and/or faculty upon request. 

· Ultimately, guidance for syllabus construction will be the responsibility of a full-time faculty member of the school-based curriculum committees in order to provide continuity and ensure correspondence between the syllabus and program curriculum. (The Schools of Architecture, Information and Library Science, and Liberal Arts and Sciences have school curriculum committees; the School of Art and Design is in the process of constituting one). 

· Chairs may opt to seek further assistance from knowledgeable faculty members, or use other arrangements they may find useful in developing syllabi that are in accordance with the institute syllabus guidelines and with any specific local requirements.

· The role of the Academic Senate: since the Senate membership changes on a regular basis, it is not possible for the Senate to be the primary body offering assistance on syllabus construction. However, the Senate can contribute significantly to the process by making special arrangements with chairpersons needing assistance.  
· Implementation of the new guidelines will be gradual. All syllabi for new courses or revised courses should follow the adopted guidelines. Existing course syllabi should be revised as quickly as departmental capacity allows, with the expectation that by Spring 2007, all syllabi will conform to the new guidelines.

4. Where can faculty members get help with syllabus development? 

Faculty members should address questions regarding syllabi to their chairperson. This ensures that faculty members are informed about and follow departmental policies and requirements. If chairpersons do not have the answer, they should contact Marianthi Zikopoulos (telephone extension: 4256, e-mail: mzikopou@pratt.edu) to maintain consistency and accuracy of information. 
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