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Syllabus Checklist


The course syllabus is a document that contains the elements of the corresponding course outline, standards for evaluation of student learning, and additional information which reflects the creative work of the faculty member. Course syllabi include the pertinent information from the corresponding course outline and the details of the course as determined by each individual instructor. The details may include meeting dates, times, locations, instructor contact information, grading policies, required materials, course requirements, statements or references to college/university/System policies, accommodation requests, etc.
Faculty Mentors should review Concurrent Enrollment course syllabi on an annual basis to ensure that the integrity of the college course is being upheld.
Required Information
☐  High School Information (instructor name, contact information, office hours)
☐  PTCC Information (mentor name, website)
☐  PTCC Logo
☐  Course Title
☐  Course Prefix and Number 
☐  Course Credits
☐  Course Description
☐  Semester and Year
☐  Course Outcomes
☐  Course Requirements and Grading Policy
☐  Accessibility Resources
☐  Academic Honesty Expectations
Recommended Information
☐  PTCC Faculty Mentor Contact Information
☐  MnTC Goal Areas (if any)
☐  Required Textbook and/or materials
☐  Course Schedule and Assignments
☐  Mandatory Reporting Statement
☐  Syllabus disclaimer 
Notes:

High school teacher name: Click or tap here to enter text. 		Course: Click or tap here to enter text.

Syllabus review completed by: Click or tap here to enter text. 		Date: Click or tap to enter a date.
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Pine Technical & Community College
Course Title, Course Number, Course Credits 
 [Enter Term and Year]

HIGH SCHOOL TEACHER NAME:				PTCC FACULTY MENTOR NAME:
AVAILABILITY(OFFICE HOURS):				PTCC FACULTY MENTOR CONTACT INFORMATION:
EMAIL:							www.pine.edu
PHONE:							
BIO SKETCH: 

Course Title
[bookmark: _GoBack]This is college level course offered by (insert high school name) through the Concurrent Enrollment Program at Pine Technical and Community College, a member of Minnesota Sate. Students will be held to the same expectations and level of rigor as on-campus students are.

Course Prefix, Number, Descrcripton and Credits
The course description and credits should be taken from the approved PTCC course outline. 

Prerequisite Knowledge
Prerequisite information should be taken from the approved PTCC course outline.

MnTC Goal Areas (if any)

Course Outcomes
Course outcomes should be taken from the approved PTCC course outline.

Required Textbook and/or Materials

Course Format and Schedule

Course Format:
**INSTRUCTORS: In this section, include a message outlining the anticipated course format. At minimum, you will want to address the following topics:
· How long is the course?
· How is the course delivered?
· How is the course organized?
· Are there any synchronous aspects to the course? If so, what are they?
· Is group work expected? If so, how will that work?
· Are there any additional software applications that will be helpful for students when taking this course?
· In what format(s) do you allow assignments to be submitted/uploaded?
· How are quizzes and exams completed? Is proctoring available?
· When can students expect feedback on assignments?
· How frequently are students expected to login to the course?
· How many hours each week should students expect to commit to this course?
· Are students allowed to work ahead?
· Is late work accepted?
· Is there extra credit?  
[REMEMBER TO DELETE THIS MESSAGE]**
Course Schedule:
**INSTRUCTORS: In this section, include an overview of your course schedule by week. Sequence course expectations and due dates to avoid extrinsic cognitive load. Organize consistently -- we recommend chronologically, but regardless, choose a model and keep it consistent.  The course schedule could also be attached to the syllabus at the end, rather than situated in this area.  [REMEMBER TO DELETE THIS MESSAGE]**

Assessment and Grading
[INSTRUCTORS: IN THIS SECTION, INCLUDE THE FOLLOWING INFORMATION:]
An outline of each graded assignment/assessment, its percentage of the final grade, and either the rubric for each assignment/assessment or a reference to the location of this rubric when possible. You will also need to include an overall final grade breakdown. If you have a policy about late work, or if you allow extra credit, etc., include that information here as well. Ensure that any deadlines you add here are consistent with your course schedule.
Some assessments, such as tests and quizzes, may not have a public rubric that can be shared in advance of the assessment, but you should at least make clear what learning goals you will be assessing in the assessment. Rubrics should have the following qualities:
· They should include examples of each criteria for the grade.
· They should include an articulation of what "excellent", "good", "fair", "poor", and "far below expectations" look like (or some other scale of the instructor's choosing").
· They should be continuous for positive integers adding up to the final grade, with excellent being the # of points a student can get to move toward an "A" in that category", "good" being the points that a learner can get toward a "B" in that category, etc.
Example: "Clarity of writing: 20 points of the total 50 points for this paper." The breakdown might look like this:
· Excellent (19 - 20 points): The paper has a clear thesis, and all subsequent paragraphs support that thesis. The writing is cogent and lucid.
· Good (17 - 18 points): The paper has a clear thesis, and subsequent paragraphs generally support that thesis. The writing is largely cogent and lucid, but may meander a bit in places or begin to lose focus at moments.
· Fair (15 - 16 points): The paper has a somewhat clear thesis, and/or subsequent paragraphs sometimes support that thesis. The writing is a mix or compelling and confused, but a general narrative arc can be identified.
· Poor (13 - 14 points): The paper lacks a clear thesis, and/or never builds a clear narrative arc supporting the thesis, but a basic narrative structure still exists. The writing is not convincing and/or lacks clear narrative, but there remains a thread of clarity.
· Far below expectations (0 - 12 points): No thesis exists, and little to no narrative arc can be identified. The writing is largely unintelligible.

Consider each assessment, and ensure that you can map it back to the course and module level learning goals/objectives. Try not to have only multiple choice quizzes and tests if possible. Add alternative ways for a student to show that they know the content (i.e. presentation, paper, artifacts).
As you construct assignments and assessments, ask yourself "does this reasonably assess what I've stated I care about?" If you want students to create, for example, asking them to take a multiple choice test is unlikely to meet this objective.

Use of Artificial Intelligence (AI)
Include your course guidelines regarding the use of AI.
Other Important Information
[bookmark: _Hlk89940016]Student Code of Conduct and Academic Dishonesty
Academic dishonesty is the submission of false academic records, cheating, plagiarism, altering, forging, or misusing a college academic record; acquiring or using test materials without faculty permission; acting alone or in cooperation with another to falsify records or to obtain dishonest grades, honors, or awards. Academic Dishonesty is a violation of the Student Code of Conduct at Pine Technical & Community College. Students who do not follow this code of conduct are subject to disciplinary procedure. 
To plagiarize is to claim or submit the academic work of another as your own or to allow any examination or assignment to be completed for oneself, in part or in total, by another without proper authorization.  Plagiarism can be punishable by failure of the assignment, the course, and potential expulsion from Pine Technical & Community College.  All writing for this class be original work.  This means that work completed for a different course, will not be accepted.
[REMEMBER TO INSERT YOUR SPECIFIC INFORMATION REGARDING YOUR CONSEQUENCE; for example 0 on the assignment with no opportunity to make up the points]**
Inclusive Classroom
INCLUSION embraces all dimensions of the human experience, from our differences to our similarities, and creates a climate where all feel valued and appreciated, where there is substantive interaction among all. This learning environment is designed to provide opportunities for students to share cultural knowledge, engage students in the discussion of real-world problems from diverse perspectives, and involve students through collaborative work. If you feel your differences may in some way isolate you from Pine Technical and Community College’s community or if you have need of any specific accommodations, please speak with the instructor early in the semester about your concerns and what we can do together to help you become an active and engaged member of our class and community.
Accessibility and Accommodations: 
Pine Technical & Community College values diversity and inclusion; we are committed to a climate of mutual        respect and full participation. Our institution is committed to the inclusion of individuals with disabilities in its programs, services, and activities through its compliance with state and federal laws. If there are aspects of the instruction or design of this course that result in barriers to your inclusion, please notify the instructor as soon as possible. PTCC will provide reasonable accommodations to individuals with documented disabilities enrolled in courses at the college. For more information visit: 
https://pine.edu/student-services/accessibility-accommodations/ 
Students who have any physical or mental conditions, which their healthcare provider has indicated on the medical form, may be referred to the Student Success Coordinator.
Academic Alert:
Pine Technical and Community College (PTCC) is committed to student success and retention. If a student stops attending, falls behind in their assignments, or does poorly on tests, faculty can use the Academic Alert System as another intervention tool. It can also be used to identify students who are having challenges and connects them with services to help them be successful. Each alert goes directly to the student's e-mail as well as to the Student’s Program Advisor, Student Success Coordinator, and Student Success Advisor. The goal is to identify, as soon as possible, what types of support a student may need to get back on track for the course, and for them to successfully complete the course.
NOTE: Students are expected to be familiar with all college policies, including those above. For a complete list of college policies, please visit: https://pine.edu/about-ptcc/polices-procedures/ 
Course Evaluation:
Pine Technical and Community College values student feedback and uses this feedback to improve our curriculum, the learning environment, and the teaching and learning process. At the end of this course we will be seeking your honest feedback, and ask that you consider completing the short survey. You will be given class time to do so. Your feedback is anonymous and will not be directly identified with you as an individual.  We thank you in advance for your assistance in continuing to make the Pine student experience special.
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