
You, Your Course and Your Course Syllabus 
 

One of the primary tools for a well-designed course is the syllabus you design. Not only does it carry essential information 
that will help students understand your expectations and how to reach them, it also provides an opportunity for you to 
spell out the policies and procedures of your course. This level of clarity can prevent confusion and later problems for you 
and students. 

 
In case you’re not prepping a course on classical Latin and Greek, you may want a little explanation of the word “syllabus”, 
which first enters into English in 1656, following a translation of Cicero’s “Ad Atticum”, where he mis-translates a word from 
Greek, “sittyboos”, the plural of “sittyba”, a “parchment label or table of contents.” In contemporary learning 
environments, the word syllabus simply means the contract an instructor establishes with his or her students. 

 
At the bare minimum, the syllabus should include the course title, the time the class is scheduled, course and textbook 
requirements, your office hours and your contact information. To make the syllabus more than an extended version of your 
business card, devote thought to what the outcomes you have for the course(s) you’re teaching. What do you want 
students to master once they successful complete the course? What guidelines and procedures can you establish in print 
that will help students to succeed in your course, and throughout their work at the college? 

 
Feel free and welcome to contact your Academic Senate President, Kevin Bontenbal (kbontenb@cuesta.edu), if you need 
further guidance and information on building your syllabus. Your peers in your division will also have significant input—
connect with them and ask them! 

 
THINGS TO INCLUDE ON YOUR SYLLABUS 

 
Instructor name (and how you would like to be addressed in class), your office location & office hours, and your Contact Info 
(Office telephone number, e-mail address, instructor or course website URL, or any other contact information you wish to 
share with students) 

 
Your Availability and Contact Information: Instructor name (and how you would like to be addressed in class) 

 
Office location & office hours Please designate a time and place for office hours – it is unacceptable that the only 
specification of office hours is “by appointment.” 

 
note : In the application of the provisions of section 5.1, [full-time] instructional faculty are also assigned a 
minimum of five on-campus office hours and five additional hours for committee/governance activities per week. 
(Article 5.1-5.1.2). Part-time faculty may choose to offer, office hours, which “are considered professional ancillary 
services for employees hired as part-time temporary employees pursuant to Section 87492.5(a) of the Education 
Code”; if so “Temporary faculty who have an assigned teaching load between 40% and 60% shall be paid for one 
office hour per week during the semester” (Article 4.16) 

 
- 2008-2011 Collective Bargaining Agreement 

Course Overview A welcome, your personal description of the course, what you love about this topic or discipline, what 
you hope students will take away. Describe how this course fits into your discipline and/or a sequence within that 
discipline; why a student should take the course; why you have organized the course the way you have. It may be 
important to restate the prerequisites, why those skills and knowledge are important, and how you will build on them. You 
may wish to refer students to resources for correcting weaknesses that might interfere with their learning in the course. 

 
Student Learning Outcomes: Student Learning Outcomes are the same for all sections of a course and need to be included 
on syllabi.  ACCJC standard II.A.6 requires that "In every class section students receive a course syllabus that specifies 
learning outcomes consistent with those in the institution’s officially approved course outline." 
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The Academic Senate accepted the following proposal from  1-28-2011: “The Senate Council approves the SLOA Committee 
recommendation that all faculty include either course-level student learning outcomes (SLOs) or a hyperlink/URL address 
to a document containing such information in their course syllabi starting with the Fall 2011 semester.” SLOs, or hyperlinks 
to SLOs, need to be on syllabi. I  faculty were to distribute SLOs on a separate paper other than the syllabus, fulfilling best 
practice and the Senate proposal would be to have a note on the syllabus such as: Course student learning outcomes have 
been distributed separately. 

 
 

Withdrawal Policy Include Cuesta’s policy for withdrawals (W grade assigned by registration): 
• A student may drop a class without receiving a “W” grade if the drop is processed the before Census date of the 

semester for regular semester courses or within the first 20 percent of the class for short courses and summer 
session courses. (See policies and forms on the Student Services website). 

• A student may drop a class with a “W” grade before 60 percent of the semester or session has been completed. 
 

DEADLINES: Dropping with no “W” on Transcript: 
Fall/spring semester: The day before census date ( 
Summer session and short courses: 20 percent of the length of short course 

Dropping with a “W” on transcript: 
Fall/spring semester: End of twelfth week 
Summer session: End of fourth week and Short course: 60 percent of the length of short course 

 
Thereafter, a grade other than a “W” must be awarded, and an “F” is likely if the student has not arranged with the 
instructor to complete minimum course requirements. Drop forms are available in the Admissions and Records Office at 
any campus location and on the Cuesta College web site. 

 
Repeatability PolicyS tudents may repeat courses based only on the following conditions: 

 
a. Repeatable Courses – a student may repeat a course designated as a repeatable course including variable credit 
open-entry/open-exit courses up to the maximum number of allowed repetitions for that course. 
b. Alleviate Substandard Academic Work – a student may repeat a course in an effort to alleviate substandard 
academic work a maximum of two (2) times. No more than two (2) substandard grades may be alleviated from the 
student’s grade point average for a course. If a student has repeated a course two or more times, the first two 
substandard grades will be excluded in calculation of the student’s grade point average 

 
Withdrawals – a student may earn no more than a maximum of three (3) withdrawals (“W” symbol) in a non-repeatable 
course. 

 
Instructional Methods Used: Describe how you teach and consider explaining why (e.g., lecture, lab, small group work, 
hybrid online, library research, field trips, clinical practicum, etc). 

 
Textbooks & Supplemental Materials: Include titles, editions and ISBN numbers if possible - the edition number is 
important to students who may be purchasing used texts. Include print and/or electronic reserve materials in the Library or 
on Blackboard. 

 
Technology: Will students need access to a computer to complete your course? Will they need access to use the internet 
to visit your course on my Cuesta or another web page or obtain e-reserves? Will they be expected to be or become 
proficient with specific software? List places at the college that provide those resources (lab, Library). 

 
 

Assignments: Kind, number, value, expected work load. 
 

Evaluation Criteria & Grading Standards: Is attendance mandatory? How will you deal with latecomers? If you intend to 
grade on participation, be explicit in explaining how you will do so. What are the evaluation criteria including rubrics for 
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assignments and individual and group projects? What will the examinations be like? When are they scheduled? How will 
they be structured? How will students know which material to emphasize? How much material on examinations will be 
taken from reading assignments? Will examinations be comprehensive?  How will you handle missed examinations and 
late homework and paper submissions? What is your policy on make-up examinations? Explain how you will calculate 
grades. What will be the point values and weightings for assignments, activities, and examinations? What will be the cut- 
off points for different grades? Include Cuesta’s policy for withdrawals 

 
Academic Dishonesty: The Cuesta Catalog states, “Academic Honesty is essential to the academic community. Students 
expect that Cuesta College faculty be fair, truthful, and trustworthy. The faculty expect that Cuesta College students share 
these same values. Students who violate these principles by cheating, plagiarizing, or acting in other academically dishonest 
ways are subject to disciplinary procedures. Below are some examples of academically dishonest behavior. If you are 
unclear about a specific situation, ask your instructor.” 

 
Examples of Academic Dishonesty: 

 
• Copying from another student’s exam 

 
• Giving answers during a test to another student 

 
• Using notes or electronic devices during an exam when 
prohibited 

 
• Taking a test for someone else 

 
• Submitting another student’s work as your own, e.g. 
copying a file that contains another student’s work 

• Knowingly allowing another student to copy/use your 
computer file(s) as his or her own work 
 
• Completing an assignment for another student 
 
• Plagiarizing or “kidnapping” other people’s thoughts, 
words, speeches or artistic works by not acknowledging 
them through proper documentation 

 
At the instructor’s discretion, students caught being academically dishonest may receive a failing grade on the assignments 
in question, be dropped from the class, or be failed in the course. Beyond this, the student may be subject to disciplinary 
action as determined by the Vice President of Student Services (VPSS). An appeals process is available to the student 
through the office of the VPSS. It is recommended that the faculty member report any acts of academic dishonesty to the 
VPSS. 

 
Classroom Policies (if applicable): State policies on the following and other procedures you may institute: 

 

• Attendance 
• Written work 
• Late work 
• Laboratory procedures 

• Cell phone/beepers 
• Children in class 
• Food/beverages in class 

 
Caveats: This syllabus and schedule are subject to change in the event of extenuating circumstances. If you are absent from 
class, it is your responsibility to check for announcements made while you were absent. 

 
Course Calendar: Include your Course Calendar. 


