Guide to Constructing a Writing Program Syllabus

A syllabus is in fact a legal document, a contract between you and your students.  As such, it needs to have certain policies spelled out, and there needs to be some consistency of syllabi across Writing Program courses.  Your syllabus should contain a course description (from the catalog), objectives (from our internal documents), any prerequisites, and your classroom policies, especially your revision and attendance policies.  The following elements are required by the Program:

· Course name, quarter, your name, enroll code, location of the course (will you also use a computer classroom on some days?)

· Your email address, office location, and the fact that the main office number (2613) is for messages only.

· Required textbooks and where to find them

· Drop deadline for Writing classes (since it's earlier than for other classes; the deadline is available in the Writing Program Office)

· Notice to students with disabilities:  "If you are a student with a documented disability and would like to discuss special accommodations, please contact me…. (during office hours, after class, in whatever way would be best for them to talk to you privately)"

· A statement defining plagiarism and its potential consequences.  Please see the WPA statement on plagiarism: http://wpacouncil.org/node/9  There are two kinds to be aware of: unintentional (a lack of understanding about how to cite sources) and intentional (passing off the work of another as one’s own).  The first should be treated as a learning opportunity—the student should re-do the paper, citing sources properly.  The second is academic dishonesty; the paper should fail.  Any cases of suspected plagiarism must be discussed first with the Director, documented (with proof) with the Writing Program office, and reported to Student Affairs, using the form at http://www.sa.ucsb.edu/osl/CampusRegulations/academicdishon.pdf

Plagiarism can also involve inappropriate collaboration.  Again, consult first with the Director before taking any action. Please note: you must be able to prove beyond a reasonable doubt that plagiarism has taken place.

· A statement regarding the breakdown of grades for assignments (i.e., percentages regarding the weight for each assignment).  Once set, these weights usually do not change during the course.  You should also mention what will happen if a student does not complete an assignment. Will you require all assignments to be completed, or simply give the student a final grade based on the work that has been completed?  

· A statement regarding your revision policy (which assignments are eligible for revision, how many times, whether you will average grades or replace them, whether it's possible for a revision to lower a grade, when revisions are due).

· A statement regarding your attendance policy.  We recommend using very short in-class assignments such as quick-writes or quizzes or exercises (that cannot be made up) as part of your means of checking attendance.  That way, should anyone challenge a grade lowered on the basis of low attendance, you can demonstrate that they missed 'real work' in the class & thus lost points.  It also saves you from being an attendance cop and makes a lowered grade a result of natural consequences.  Students should also be told that missing a large portion of the class meetings (excused or unexcused) will result in failure, since this is a “performance” class—what happens in class is crucial to their development as writers, just as it is in a dance class or a music class.  It’s not like a lecture class where they can cut class, show up for the final, and still scrape by. 

· A statement regarding your policy on late papers

· What to do about handing in papers if you don’t collect them in class.  The mailroom is now permanently locked, so students can’t turn in papers to you that way.  For the occasional late paper, there is a large blue drop box in the hallway where students can hand in work.  The office staff will deliver the papers to your mailbox assigned in the WP mail room.  You're also free to ask students to hand in work electronically, or to put them under your office door if you aren’t there. (Legal matters to know in the background, although this info probably would not be specified on the syllabus: You cannot send grades through email, because the email systems are not secure enough to satisfy FERPA.  Also, you cannot leave a box of graded papers sitting out for students to pick up, since students could look at each other’s grades, another violation of FERPA).

·  You might want to consider a statement on the syllabus about turning off their cell phones and pagers (some faculty state that if a phone rings in class, THEY get to answer it).

· You might also want to consider adding the names and phone numbers of various places on campus where they can get help if they need it: Campus Learning Assistance Service (893-3269), Counseling & Career Services (893-4411), Disabled Students Program (DSP) (893-2668)

· If you want to save papers for use in subsequent classes or for your own research, you should announce that intention on the syllabus and then subsequently get signed releases from students.  Here is a statement from our team of lawyers (really): 

The WP legal dream team has come up with a student release that should enable us to use anonymous student writing in our teaching and research--whether in course-packs, overhead slides, handouts, published articles, or half-time Super Bowl spots--without fear of being sued for invasion of privacy, libel, or intentional infliction of emotional distress.

This language is adapted from that used on the system-wide Analytic Writing Placement Exam (formerly known as Subject A).  If you think you may use samples of your students' writing in the future, either in the context of a class or for your own research, then early in the course, before they have submitted any work, ask them to sign and date the following statement (this may simply take the form of multiple signatures and dates on a single page):

"I agree to give the University of California and/or its faculty permission to use my writing anonymously in its educational materials and/or its research and instruction."

If you intend to use an extended example of student writing in a textbook or reader published by a commercial publisher (not NCTE or MLA), then professional courtesy dictates that students be paid a small fee.  Of course, you must secure separate student approval before using their actual names.

The syllabus should also contain a calendar or schedule of assignments; we recommend heading this part “subject to change” so that you can adjust if you discover that you are falling behind or you need to adjust because of unforeseen difficulties:

· Map out the major deadlines for the course – when will the final papers for each unit be due?  What will be the last day to turn in materials for the class?   Note: check the academic calendar for holidays and deadlines – and recheck it in the fall to make sure it has not been revised.  http://www.registrar.ucsb.edu/cal2006.htm

· Map out the readings, topics, and ideas for homework/discussion over the entire quarter.  You can do this all at once, or provide a very detailed schedule of readings for the first assignment, leaving the rest as a skeleton to be filled in after the first assignment is completed. 

During the first week for Writing 2:

Your draft for the first-day lesson plan should allow time for the following activities, among other activities of your choice:

· Introductions – of the course, of you.  Introductions of students—your choice; some instructors wait until the 2nd day of class for this, since students are still figuring out their class schedules.

· A writing diagnostic.  Ask students to write to your prompt for ~30 mins.  You are looking for students who may have been placed into the wrong writing class, but please understand that we can’t move students unless somehow there was a mistake in their placement (very rare).  Mostly, you're beginning to identify the writing issues that will shape your instruction.

· Time for dealing with "crashers" – students trying to add your course.  i.e., you may decide to let the class out early.  It's likely that we'll have many crashers, since these courses are always impacted.

· Your decision re: how to deal with a break.  Ask students?  Break after an hour or so?  End class 10 minutes early with no break?
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