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Copper Mountain College 

 

Required Elements of the Syllabus  

 

Your contract with the student, the syllabus, contains information derived from two main 

sources: the current class schedule and the course outline of record.  Every semester, you must 

give the Office of Academic Affairs a copy of the syllabus you are using for every class you 

teach.  Please note: the COR guarantees that the college is meeting the content standard set by 

the Chancellor’s Office; the syllabus is the document that indicates how the standard will be met 

by a particular instructor.  Thus, two or more instructors teaching the same course will have 

different syllabi, but there will be only ONE course outline of record for that course. 

 

Required Elements of the Syllabus at CMC 

 

1. Name of the college 

2. Course number (code), title, and section number  

3. Prerequisites, corequisites, and/or advisories 

4. Date and time of meeting  

5. Location of class  

6. Name of instructor  

7. Office hours/contact information for instructor 

8. Phone number of instructor  

9. E-mail of instructor 

10. Text and other required materials (author, title, date and edition, publisher; ISBN) 

11. Supplementary reading(s) and/or materials 

12. Course description: at a minimum, the description from the college catalog; however, a 

paragraph or two about the specific content of the course is helpful for students 

13. Student learning outcomes and how they will be assessed  

14. Calendar or schedule of class readings, topics, and assignments 

15. Course policies, including the following as appropriate: 

a) Attendance, lateness 

b) Class participation: what constitutes good participation specifically, as well as 

how it will be assessed or graded 

c) Missed exams or assignments 

d) Lab safety/health concerns: “Even if detailed materials are handed out early in the 

course, the syllabus should include a short statement about the importance of 

these issues and indicate that more detailed information will follow.”*  

e) Academic dishonesty: cheating and plagiarism 

f) Grading: how students will be evaluated; information about appeals procedures 

g) Available support services (tutors, writing or math skills labs) 

h) Classroom etiquette (cell phones, civility expectations) 

16. Students with disabilities statement (Suggested wording:  Students with  

                disabilities, whether physical, learning or psychological, who believe that they 

may need accommodations in this class, are encouraged to contact ACCESS as soon 

as possible to ensure that such accommodations are implemented in a timely fashion.  

Please meet with ACCESS  Staff to verify your eligibility for any classroom 
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accommodations and for Academic assistance related to your disability.  ACCESS is 

located in the Student Services building, in Phase III of the main college campus. 

17. Equal opportunity statement (Suggested wording: Copper Mountain College 

                  is committed to Equal Employment Opportunity for all persons and to provide 

                  educational and employment opportunities free from discrimination on the 

                  basis of ethnic group identification, national origin, religion, age, veteran 

                  status, sex, race, color, ancestry, sexual orientation, or physical or mental 

                  disabilities, and other physical or verbal conduct or communication   

      constituting sexual harassment.) 

18. Military/Veteran support statement: Veterans and active duty military personnel with 

special circumstances (e.g., upcoming deployments, drill requirements, disabilities) 

are welcome and encouraged to communicate these, in advance if possible, to the 

instructor. 

19. Disclaimer: notation that the syllabus is subject to change        

 

 

Optional Elements of the Syllabus at CMC 

 

1. Information about how students will be notified of grade 

2. Information about where student work can be retrieved; how long student work will be 

held by instructor 

3. Important dates for students (withdraw without transcript responsibility; drop dates; filing 

for intent to graduate; etc.) 

4. Suggestions for student success in the course 

5. Trigger Warning.  You may wish to advise students that the class will be discussing or 

viewing material that will likely evoke emotion or controversy.  Also state if the student 

may request alternative activities/assignments where, within professional criteria, an 

alternative is possible. 

 

 

 

 

* Howard B. Altman and William E. Cashin, ”Writing a syllabus,” handout from Curriculum 

Institute Summer 2005.  
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