Checklist for BSBA Syllabi at Beginning of Term

ADMINISTRATIVE PAGES
___
Most recent syllabus used (new format)
___
Classroom, Online, Hybrid added as appropriate to first page
___
Required textbook added to first page

___
2010 Research and APA Style Guide listed as required resource
___
Contact info on 1st or 2nd page
___
CityU Learning Goals, Program Context, Course Description, Course Outcomes, Core Concepts were NOT changed

ASSIGNMENTS
___
Assignment weights and grading criteria tables all equal 100%

___
Major “required” assignments were not changed (see list for upper-division courses)

___
Assignment weights are reasonable

· Not too much for midterm+final exams (30% in most courses, 50% (60 online) for quantitative courses)

· Hybrid/Online courses: Student Introductory Assignment (0%); Online participation (15-30%)
___
New or changed assignments: 

· Meet outcomes of the course (and not another course)

· Involve critical thinking, information literacy, oral and written communication skills, technical abilities, and/or teamwork

· Practical, useful, relevant; doable but challenging

___
All course outcomes are met by a graded assignment in the course 

___
Each assignment has a clear explanation and purpose
___
Explanation contains specific details and requirements (length, time, research required, etc.)

___Online courses: Weekly online activities – 3 or more student posts/week for at least 8 weeks
___
Each assignment has grading criteria which instructor will follow
· Grading criteria are reasonable, challenging, and appropriate to assignment and course

· Reference methods (10-15%) are part of grade if applicable

· English is part of criteria if applicable (10-20% in written assignments)

___
No take-home final exams
___
Exams are of appropriate length, depth, difficulty, and style for grade weight and subject

___
Online courses with exams include Proctored Exams paragraph
COURSE POLICIES

___
Instructor filled in course policies

___
Any additional policies are reasonable and appropriate

UNIVERSITY POLICIES
___
 Scholastic Honesty – Slovakia’s paragraph added

___Attendance policy changed

SUPPORT SERVICES

___
 Disability Resources – “your associate dean” added

___Library Services – Slovakia’s library information added
COURSE SCHEDULE
___
 Schedule included as part of syllabus or sent separately

___
Topics and emphasis are similar to standardized syllabus, but order may change

___
Reading schedule refers to textbook used in Slovakia

___
Due dates for assignments are clear

