
Preparing IEP Syllabi 
So that students meet the requirements of the English program, it is important that teachers follow the standardized syllabus. However, you have some freedom to make changes to the assignments and schedule. The following guide will explain what you can and cannot change. 
Find your IEP syllabus in the Faculty section of the VŠM web site. After you save it on your computer, here is what you must do to prepare it for your students:
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· DO NOT CHANGE ANYTHING. 

· Add the following information in the appropriate place:
Term: add the trimester of the course (Fall 2010).

Instructor: add your name

Email: add your email address

Office: add your site (Bratislava or Trenčín) and office number

Office hours: add your scheduled office hours
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· DO NOT CHANGE ANYTHING. 
· You may add additional resources to Recommended Supplementary Resources.
Overview of Course Activities and Grading 

This is a list of the graded assignments in the course and their grade weights. Some changes can be made, but changes must approved by Judita before the term. These are the basic rules for changing graded assignments and grade weights:

· You may not drop research, writing, or presenting assignments from a course. It is important that graduates have these skills. However, you can make changes to the assignment descriptions (see next section).
· To emphasize to students that we expect them to be engaged in their education, Class Contribution is graded and the grade weight should not be changed. Make students take this grade seriously, however.
· Some courses have a choice of assignments (i.e. Homework or Quizzes). You can choose which assignment to use. Then be sure to delete all references to the other assignment in the syllabus.

· You may raise or lower the grade weight of assignments in a reasonable way – so that the grade is not based only on 1-2 assignments, but also so that there are not so many small assignments that students find them meaningless.

· You may add and/or eliminate other assignments if you stay focused on the learning goals, core concepts, and CU academic model; uphold academic standards; and maintain a reasonable university-level workload.
Explanation of Assignments and Grading

· In this section, each assignment listed in the Overview of Assignments and Grading must have a detailed description and the Grading Criteria which you will follow.

· You can revise the generic assignment requirements with more specific details. 
· Make all assignment requirements (length, format, content, etc.) as clear as possible.
· If you make changes to the grading criteria, make sure they add up to 100%, challenge students, and focus on the goals of the course and assignment.

· Inform Judita of any significant changes that you want to make to assignments or grading criteria.
Course Policies

After the assignment descriptions, add any other course policies that you have, such as your policy on late work, missed exams/quizzes, classroom behavior, paper submission, etc.

Recommended Course Schedule

· You can re-arrange the order of the topics, but you must cover them.

· You can also add topics and reading assignments.

· You can change assignment due dates. 
· Put the due dates of all assignments and exams in your syllabus are on the course schedule. 

