MANHATTAN COLLEGE

School of Continuing and Professional Studies (SCPS)
REQUIRED FORMAT FOR SCPS STUDENT SYLLABUS
1. General information about term/academic year, course name and meeting times, instructor name, contact information.
2. Course Description and designation as a required or elective course. 

3. Course Format: All of our courses are currently offered in a hybrid format, i.e. students will attend regularly scheduled onsite classes supplemented with online learning activities that include completing assignments and participating in discussions with faculty and classmates.

4. Textbooks and materials required for the course. 

5. Student –Centered Learning Goals/Outcomes for the course, i.e., what should the students know and be able to do as a result of successful completion of this course? Here are sample learning goals from PSEG 110: Writing in the Workplace:
By the conclusion of this course, students will be able to:

1. Master the 3-step writing process: plan, write, complete.

2. Complete one formal writing project incorporating research/documentation in APA format.
3. Design and deliver an oral presentation, using Powerpoint, including documentation of sources.
4. Demonstrate competency in a variety of oral, written, and electronic workplace communications. 
5. Work effectively in small groups to plan writing projects and participate in peer review.

6. Relationship of course to Program Goals/Outcomes (Please see the Curriculum Map)
7. Evaluation criteria for the learning goals and grade weights, i.e., how will you assess the degree to which the student has achieved the learning goals? Some methods that provide direct evidence of student learning include the following:

· Collections of student work (e.g., projects, papers, presentations, lab reports, portfolios)

· Performance on a case study

· Pre- and post-tests; exams
· Participation in classroom learning activities

(continued next page)
8. Grade weights Students appreciate knowing how the above course assessments will be weighted in the calculation of their final grade for the course. Sample grade weights from PSEG 110 are as follows:
      Evaluation:
· Short business communications                                           20%

· Report                                                                                   20%

· Proposal                                                                                10%

· Oral presentation                                                                  20%

· In-class exercises, oral and written                                      20%

· Discussion Board 




         10%

9. Topics/Assignments by class meeting or by the week. 

10. Tips on how the student can be successful in this course (optional)
11. Attendance Policy

12. Policy on Academic Integrity (Please reproduce from SCPS Handbook)
*     *     *
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