Syllabus Checklist

Please use this checklist to ensure that you have all required policies and attach a completed copy to each different syllabus you submit to us.   (There will be a box in the Writing Programs Office for Experienced TA syllabi).  Note that items are ordered as Greg and Chitra have requested.  After this checklist you will find the policies (items 1-8) that Greg and Chitra have stipulated must be included in your syllabus word for word in this order.  
	Name
	Classes & Line #s
	Day/Time

	
	
	

	
	
	


· Course Title (use correct catalogue title), time, and section line number (ENG XXX, 10:40-11:55 TTH, 12345)

· Teacher’s Name & Office Location and office hours (2 hours per course per week, maximum of 4 hours)
· Office phone number (TAs should use 965-3853 with “for messages only” note).
· ASU Email Address

· Course Description

· Course Objectives (in line with the Writing Programs mission statement)

· Weblink to the Writing Programs Guide (indicate what the purpose of this document is): http://www.asu.edu/writingprograms/teacherresources/wpguide/wpguide.htm
· Titles of required texts

· Weblink to Student Code of Conduct:

 http://www.asu.edu/aad/manuals/sta/sta104-01.html.  Follow this with a reminder that students are responsible for knowing University and Writing Programs Policies

· Course Requirements (papers & other course requirements).  Remember all students should complete four major paper assignments in a Writing Programs course and a final of somekind (except WAC).

· Brief description of each paper (this helps us review your syllabi and helps your students understand the sequencing and development in your course).  So please do not write Project One and nothing else.  Explain briefly what project one is.  

· Conferences: If you intend to hold conferences during the semester, please explain your policy on what happens if a student misses such a conference.  Remember, you should only cancel classes once or twice per semester (and not for each paper).

· Classroom expectations/behavior

Required Writing Programs Policies word for word please (1-8 at the end of checklist
· (1) Policy statement on attendance

· (2) Attendance: first week of classes

· (3) Statement on what students should do if you are late or absent

· (4) Statement explaining whether you will use +/- system to determine final grades or whether you use the whole grade system followed by your grading system (weighted averages, percentages of all major projects, homework, reading journals etc.)  Writing Programs recommends that the four major projects (papers) constitute 60-70% of the final grade.  Grading scale for final grades (please see the WP Guide online for grading scale)

· (5) The public nature of class writing and discussions:  Note you may wish to include the official language about course content here: Some course material may deal with sensitive issues (next page for details)
· (6) Late Paper policy and your Revision policy
· (7) Statement that all writing for this class must be written for this class

· (8) Statement Plagiarism.  Weblink to student affairs: http://www.asu.eduvpsa/studentlife/ and Writing Programs Guide http://www.asu.edu/writingprograms/teacherresources/wpguide/questions.htm#11
· Schedule of Assignments and note that the syllabus is tentative and subject to change.  Include dates for papers, readings, homeworks, proposed class activities—please remember that many of our students take 17 hours of classes and work 20 hours or more so they do need to know what to read and what is due and when.

· Date and time for final exam/collection and returning of last paper
Sensitive Course Content:  As some of you are aware, the Academic Senate passed a motion stating that instructors, may if they wish, indicate that some course material may be sensitive.  Therefore you have the option to include this or not.  Many of us without tenure have decided to adopt such language because the Senate passed the motion—it’s a cover your tail policy that says nothing except that you did indicate to students that some material in the course could be sensitive (whatever that means) in nature.  If you would like to read more about this, please go to this website:  http://www.west.asu.edu/asenate/documents/Background%20Information%20on%20the%20Course%20Content%20Issue.doc
You can also read the text of the motion that was passed by the Tempe Academic Senate in the September 06 minutes http://www.asu.edu/provost/asenate/MINUTES-ARCHIVED_000.html
Standard Writing Programs Policies to be included in all syllabi:
1. Policy on class attendance 
Because writing classes are performance courses that depend upon student attendance for both the class and the student’s success, this policy is non-negotiable.  All absences count equally, irrespective of the cause and students who exceed the allowed number of absences cannot pass the course and will fail with a grade of “E.”
·       For Fall and Spring semesters, classes that meet three days a week (MWF, for example), the maximum number of allowed absences is six (6), for classes that meet two days a week, the maximum number is four (4), for classes that meet once a week, the maximum number is two (2).  For classes that meet on other schedules, the number of absences allowed should reflect a similar ratio (two weeks worth of class meetings).

1       For a 5-week Summer session, for classes that meet daily, the maximum number of allowed absences is two (2) 
2       Hybrid classes: In the case of hybrid course that meet twice a week, a student who misses more than four classes – either face-to-face, online, or a combination – will fail the course with a grade of E.   In the case of hybrid course that meet three times a week, a student who misses more than six classes – either face-to-face, online, or a combination – will fail the course with a grade of E.  

·       Definition of attendance for hybrid class days: A student who fails to post an acceptable assignment to the class website during the assigned "window" of time will be counted absent for that class day

·       Online classes: More than four absences will result in failure. 
·       Definition of attendance in online classes: A student who fails to post an acceptable assignment to the class website during the assigned "window" of time will be counted absent for that class day.

1       Technical problems online: While these do occur either at home or from an on-campus connection, they are usually not valid reasons for failing to fulfill the requirements for attendance on that day.  Students are responsible for allocating enough time to complete online assignments, and they should include the possibility of technical "glitches."  Thus students need to allow enough time to try again later or to travel to a campus computer lab or alternative place to complete the assignment and therefore avoid an absence for the day.  Exceptions may be made by the instructor in the event of widespread computer viruses or some other large-scale event affecting ASU's computer network, but exceptions will not be made for routine computer problems. 

[Note: if you’re not teaching a summer, hybrid, and/or online class, please feel free to remove those sections from the above]
· Note: Students who participate in university-sanctioned activities and/or who will be unable to meet the attendance requirements for a particular section should move to another section where their activity schedules will not interfere with their classroom obligations (students can freely switch sections during the first week of the semester).  To accommodate students who participate in university-sanctioned activities, the Writing Programs Office offers sections of this course at various times of the day and week.  We have asked advisors across campus to help students enroll in appropriate sections.  If you think that this course may conflict with a university-sanctioned activity in which you are involved—athletics or the debate team or another—please see me immediately. 

2. Attendance: first week of classes 
According to university policy, students who are registered but do not attend any of the first week of classes may be dropped.

· Students enrolled in hybrid/online courses must make every reasonable attempt to attend class or contact the instructor during the first week.  After the first week those who do not show up either in person or by calling or e-mailing the instructor may be dropped.

[Note: if you’re not teaching a hybrid or online class, you can eliminate the section above that refers to them]. 

3. If I am absent 
If I need to cancel class because my car broke down, or if I am ill, etc., I will try to get someone to post a sign.  I also will try to email you all, before class.  However, if you come to class and I am not here by the time 15 minutes has elapsed (from when class is to start) , please assume that class is cancelled.

4. Grading 
Grading for Writing Projects will follow English Department standards, which are based on content, organization, expression, and mechanics.  To compute final course grades, the following values are assigned to the standard letter grades of A through E:
· A+................ 4.3 (only used internally at ASU)

· A................. 4.0 

· A-............... 3.7 

· B+.............. 3.3 

· B.................3.0 

· B-............... 2.7 

· C+.............. 2.3 

· C................ 2.0  

· D............... 1.0 

· E................ .3                            No paper = 0

5. The public nature of class writing and discussions 
Please consider every piece of writing you do for this class to be "public property."  Part of becoming a good writer is learning to appreciate the ideas and criticisms of others, and in this course our purpose is to come together as a writing community.  Remember that you will often be expected to share your writing with others, so avoid writing about things that you may not be prepared to subject to public scrutiny, or things you feel so strongly about that you are unwilling to listen to perspectives other than your own.  This does not mean that you are not entitled to an opinion but that you adopt positions responsibly, contemplating the possible effect on others.  

6. Late Writing Projects 
[Note: while there is no “standard” late paper policy, please be sure to list yours here.  We recommend that you penalize students for late papers, as in this day and age, there’s no good reason why students can’t get their papers in on time.  Please also be sure that your late paper policy is not in conflict with 7. below, which notes that “To pass this class all major writing assignments must be completed.”  So, your late paper policy can’t then say, “I don’t accept late papers,” or it conflicts with the statement below.]

7. All writing for this class must be written for this class 
To pass this class all major writing assignments must be completed, and note that all writing for this class must be written for this class.  Reusing a paper you wrote for another class, or back in high school, constitutes academic dishonesty.

8. Plagiarism 
Plagiarism is stealing.  Whenever you borrow a phrase, sentence, paragraph—or even an idea stated in your own words—from any outside source (news writing, magazine, TV show, book) without giving credit to that source, you have plagiarized.  Plagiarism is cheating yourself and someone else.  The consequences are severe, including failure for the assignment, probable failure for the course, disciplinary referral to the Dean, and possible expulsion from the University.  Academic integrity is expected of every individual in the University (See http://www.asu.edu/vpsa/studentlife/).  For more information, see the Writing Programs Guide at http://www.asu.edu/english/writingprograms/teacherresources/wpguide/wpguide.htm.  If you have any questions about how to acknowledge someone else's words or ideas, see me.

