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Division of Academic Affairs

COURSE SYLLABUS CHECKLIST

Directions to Adjunct Faculty – Please complete a new checklist for each course that you are teaching every semester.  Please attach this form to the front of your course syllabus and give a copy to the Academic Affairs office and to your Department Chair before the start of your class.
Course Number/Section Number/Title

Required Item

College logo at the top of the syllabus


Course Number, Section Number, & Title (e.g. ENG 101 1A1 – College Composition)


Course Description (as stated in Official Course Outline)


Semester/Year


Day(s) and times class meets


Room location


Instructor name/ contact information (or college number and/or e-mail)


Textbook (required and optional)


Other required materials/supplies


Grading/Evaluation Criteria


Attendance policy


Official course objectives (as stated in Official Course Outline)


Course assignments and due dates

Academic Honesty/Plagiarism policy

ADA Statement for students with special needs

Optional Items (may include)


Field trips


Special assignment information


Office hours
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