	Course alpha, number, and title. Document title. Since you'll keep reference copies of syllabi for a number of semesters, the date is useful in distinguishing this syllabus from others that naturally look much the same. Instructor name sets syllabus apart from others for sections of the course possibly taught by other people, and of course it's important for students.

	The basics so students can communicate with you as easily as possible. Students appreciate (and need) easy access. They should not feel unduly restricted. John has found that students who phone are often hesitant and speak too softly to be heard, or they run together the last numbers of their phone numbers. So he makes a point of encouraging clarity on the phone.

	
The course -- what it is and how it fits into a program or supports other courses, needs, etc. Throughout this syllabus there are things students will not read the first day, but they probably will read it later, or they will use it later for reference.

	
This could probably be worked into "purpose." But here John states very briefly "how" the course will be conducted and very roughly what will be involved.


	
Five or six general, overall objectives of the course. These might be stated in the form of behavioral or performance objectives, but John has reserved that format for class and activity objectives that are more specific, differentiated, and quantifiable.


	
The units or topics of study. It shows the progression of topics and evidences your pre-course planning. 

	
Very important. Students need to know right away what materials they need and how much the course will cost them. 

	
Very important and often explicitly required. Students MUST know how they are going to be graded, and they must know this as early as possible. This is the place to "put it in writing" and ensure that everyone is clear about it (students who enroll late should be given a syllabus upon entering the class).

	
It's best to be as precise as possible "up front" rather than clarifying policies as questions and problems arise later. Policies should be presented in an open, friendly manner. Students generally appreciate clarity and same-for-all policies if they are reasonable, explainable, and open for discussion. These particular policies were developed as a result of some students regularly "choosing" to submit every assignment late if permitted, the difficulty of keepng track of lower-grade late assignments, students being preoccupied with late work when most of the class was moving on to new work, etc.

	
Daily quizzes encourage regular attendance, emhasize the importance of each class, and are great teaching tools. At the second class, students are quizzed principally on this syllabus.

	

	
If required, required attendance needs to be explainable, incorporated into course or activity objectives, and clarified the very first day of class. Six to 10 absences are often considered "reasonable" in employment over a year, and a semester course meets about one-quarter of a year, usually fewer than five days a week, and only a few hours each time, so six absences plus "excusable" absences and one "freebie" is probable reasonable in an occupational course.

	
General grading policies really need to be spelled out as early as possible. The policies here are based on having tried probably everything else, finding that students very seldom make up "incompletes," and understanding that there are liability issues involved in recording a failing grade for any student when an "N" (no grade) is recorded for anyone else. Since settling on these policies years ago, John has never had a student complaint about a grade or ever struggled over a grade.

	
Miscellaneous operating rules appropriate to the type of course and the classroom/lab environment. For trade courses, safety rules should be spelled out here or separately. 

	
Should be more specific. 

	
The idea is to have a plan and policies in place, i.e., be organized, and at the same time be encouraging of questions, ideas, and opinions, whatever they are.

	
Address expectations. An optional or alternative topic here might be "How to Take This Course," or information about its design for different learning styles. Many students will not read this "extra" material, but others on the first day are hepped up and will read every word. 


