SYLLABUS 

Queens College/CUNY

Course Number: Course Title

Semester
INSTRUCTOR INFORMATION:  Include Name, Office, Office Hours, Phone # and e-mail address and email policy

A. COURSE DESCRIPTION 
Paragraph description of the course from the most recent college catalog and credit hours. This section can also include a brief statement of the instructor’s teaching philosophy and pedagogic approach. If the course qualifies for General Education credit, including writing-intensive credit, a statement should be included which explains how the course fulfills this requirement.  

B. COURSE LEARNING GOALS & GSLIS PROGRAM OBJECTIVES
[Include where appropriate. See Legend below] 
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Legend GSLIS Program Objectives [Include where appropriate] 
A.  Facilitate access to information and knowledge, including its creation, acquisition, organization and management, storage and retrieval, evaluation, interpretation, dissemination, synthesis, preservation and use

B.  Demonstrate the importance of the philosophy, principles, values, and ethics of the library and information professions, including the value of teaching, research and service to the advancement of the field
C.  Apply the appropriate practices and policies of established Library and Information Science professional standards in various specializations
D.  Communicate the importance of research to the field’s knowledge base, as well as the importance of contributions of Library and Information Science to other disciplines, and of other disciplines to librarianship and information studies     

E.  Contribute to a diverse, global society—including the role of addressing the needs of underserved groups--through exemplary Library and Information Science practice and research 

F.  Nurture, promote, and teach the many literacies (print, computer, visual, information) needed for participating in a rapidly changing society

G.  Engage library and information services stakeholders in program development and innovation 

H.  Articulate and promote the importance of lifelong learning and professional development in enabling growth, leadership, and innovation in the LIS field

C. REQUIRED PURCHASES: TEXTBOOK(S) AND SUPPLIES
1. Textbook (required): TITLE and author 

2. Textbook (recommended): TITLE and author 

3. Supplies and/or tools: 

a. Item, size, quantity, color, etc. 

 b. etc.
D. COURSE TOPICS/UNITS/READINGS AND DATES WEEKLY TENTATIVE SCHEDULE 

1. List Items Sequentially

2. Link to Course Learning Goals & Objectives in Part B.

3. Be sure to use “tentative” to avoid any legal risk if you later vary from it even slightly.

4. Include dates and times of course examinations, including final, if available. If there might be announced tests, this should be stated. State the policy on make-up exams.

5. Faculty should make note of any days on which the schedule is shifted, such as a Tuesday on which only Monday courses meet.

6. 13th Week should include a note similar to:

Course Evaluations are available to candidates online at: 

http://www.qc.cuny.edu/courseevaluation.

Education Unit Assessment Forms are available to candidates online at: 

https://intaps.qc.cuny.edu/pls/qcteams/qcteams.login_pkg.login_form.

E. ASSIGNMENTS, DUE DATES AND GRADING PLAN 
1. Clarify whether you will use a letter grade system or a point system. If you will use a point system, explain final point and letter grade equivalents. Give specifics for each assignment (including goal/objective in parenthesis) and the weight given to the assignment.  Explain policy regarding late assignments. If you plan to provide candidates with a separate handout with assignment specifics, rubrics or details, this should be stated in the syllabus with the assignment.

2. Link to Course Learning Goals & Objectives in Part B.

3. Explain the weighting of course components: 

a. Component 1 (e.g., exercises), weight (% or points) 

b. Component 2 (e.g., quizzes), weight 

c. Component 3 (e.g., interim exams), weight 

d. Component 4 (e.g., participation), weight 

e .Component 6 (e.g., final exam), weight 

4. Explain how difficult‑to‑quantify things such as effort, improvement, and participation will be graded, if graded.   Where applicable, provide a rubric.

5. Other as needed.  If participation is scored, it should be included above.  However, also include other items essential for information for candidates such as:  policy for late papers & missing a test. 

CORE COURSE EVALUATION EXAM 
 [Include  for LBSCI 700, 701, 702,703 ONLY]
An evaluative examination will be conducted at the end of each core course which may be evaluated by faculty members other than the instructors of the course section in which the student is enrolled. It may be part of the final exam or separate from it. Students must pass all four exams in all four core courses. The exam papers will be retained by the Department, may be viewed by any or all instructors in the Department and will be used for individual and group assessment purposes


F. ePortfolio/Learning Matrix Requirement 
All GSLIS students must construct an Epsilen ePortfolio with a Learning Matrix in the first core course taken. You will continue to update your ePortfolio/Learning Matrix in every course you take until you graduate. The ePortfolio/Learning Matrix course requirement is part of your Participation grade in each course and failure to maintain your ePortfolio/Learning Matrix in every course will result in a lower grade in the course in question. 
Go to www.Epsilen.com and register for an online portfolio. You will be permitted to keep your portfolio after graduation. Portfolio contents will be available to GSLIS and Queens College to support institutional evaluation. 

Please review the following directions and set up your ePortfolio 

· ePortfolio page posted by the QC Center for Teaching and Learning http://www.qc.cuny.edu/Academics/SupportPrograms/CTL/ePortfolios/Pages/default.aspx  (note the tutorials that show you how to construct your ePortfolio)

· http://www.youtube.com/QPortfolio (additional tutorials to support your ePortfolio construction)

· Additional tutorials can be found at the LBSCI 700 page http://www.qclibtech.net/700/ 

Your ePortfolio must include at least the following components: 
· Contact info

· Welcome/Introduction/Personal Background

· Learning Matrix with all GSLIS assignments deposited

You can add additional components to your ePortfolio if you wish.

Your Learning Matrix will demonstrate which of your assignments in each course support particular GSLIS program objectives. Please deposit your assignments in this manner:

· Find the course you are presently taking along one axis

· Look along the other axis at the GSLIS Program Objectives listed

· Think about the components of assignment you are placing in the matrix

· Place your assignment in the cell or cells across from the GSLIS Program Objectives that you feel are supported by your assignment. If your assignment is not in a format that can be placed in a cell (i.e. an oral presentation), write a brief paragraph describing the assignment and why you feel it belongs in the cell where you are placing it.

You will continue to build this ePortfolio Learning Matrix in each of your courses throughout your time at GSLIS so that upon graduation you will have a record of your best achievements in an electronic portfolio format that you can share with perspective employers. 

G. CUNY POLICY ON ACADEMIC INTEGRITY
The Policy on Academic Integrity, as adopted by the Board is available to all candidates.  Academic Dishonesty is prohibited in The City University of New York and is punishable by penalties, including failing grades, suspension, and expulsion. This policy and others related to candidates’ issues are available to you at:  http://qcpages.qc.cuny.edu/provost/Policies/index.html.

H. USE OF CANDIDATE WORK

All programs in New York State undergo periodic reviews by accreditation agencies. For these purposes, samples of candidates’ work are made available to those professionals conducting the review.  Candidate anonymity is assured under these circumstances.  If you do not wish to have your work made available for these purposes, please let the professor know before the start of the second class.  Your cooperation is greatly appreciated.
I. Reasonable Accommodations for Candidates with Disabilities
Candidates with disabilities needing academic accommodation should: 1) register with and provide documentation to the Special Services Office, Kiely 171; 2) bring a letter to me indicating the need for accommodation and what type. This should be done during the first week of class. For more information about services available to Queens College candidates, contact: Special Service Office; 171 Kiely Hall; 718-997-5870 (8:00 a.m. to 5:00 p.m.).

J. RECENT BIBLIOGRAPHY

If there is no bibliography, this section should be removed from syllabus.

K. ADDITIONAL INFORMATION
Safety rules, if any, might go here or under a separate heading. If course work is inherently dangerous, safety instructions and tests are required before any equipment may be used. Safety rules should be listed in the syllabus or in an attachment to it. If there is none, this section should be removed from syllabus.

· CHECKLIST FOR MINIMALLY ACCEPTABLE WRITTEN PAPERS 

· [Optional addition to the Syllabus Template. Consider including, if appropriate to your course content]

· Papers that do not adhere to these guidelines unless specific exceptions are granted in advance will be returned for revision before being graded. Please note that these are MINIMUM guidelines. Adhering only to them without the content specified in the assignment is not enough for a passing grade.

· FORMAT

· ___Includes a cover sheet with name of class/section, student, and paper, plus semesterand date.

· ___Uses an APA-style running head on all pages.

· ___Includes print as well as web-based sources, not online sources exclusively, including monographs as well as journal articles.

· ___Uses no less than 12-point type.

· ___Lines of text are double spaced. (This includes the reference list unless permission given to do otherwise.)
· ___Nothing is single or triple spaced.

· ___Pages are numbered top right corner starting on the title page.

· ___Margins are at least one inch on all sides of the paper.

· ___Writing is in the third person unless permission has been given to do otherwise.

· ___Citations in text are in GSLIS-mandated APA style for all ideas, data, facts or claims drawn from other sources, including personal and online sources. This includes both direct quotes (requiring specific pages or sections) and paraphrased materials (page numbers optional but recommended). It is not necessary to provide citation support for "common knowledge" such as "George Washington was the first President of the United States", but references should document facts that are not widely known.
· ___Sources for visual images and graphics are similarly credited in the body of the assignment and in the reference list.

· ___A reference list of all cited works, interviews, online sources, listserv posts, etc. in GLSIS-mandated APA style is included at end of the paper, listed in alphabetical order by last name of first author (or title if no author).

· ___”Each reference cited in text must appear in the reference list, and each entry in the reference list must be cited in text” (APA, 2010, p. 174).

· ___Subheadings relevant to content are included, if needed, in addition to "Introduction," and "Conclusion."

· ___All claims are supported by examples or citations.

· ___Correct spelling and grammar are used, especially as indicated in the following usage examples.

· ___When papers are posted on Blackboard or emailed, the file name identifies the student, assignment and class (e.g. 701PerryFinalppr.doc or similar).
· USAGE

· ___Understand the difference between “number” and “amount” and where each is used.

· ___Know the difference between plurals and possessives such as “libraries,” (plural) or “library’s”(singular possessive and “libraries’” (plural possessive).

· ___Do not confuse “their,” “there” and “they're,” or “its” and “it's,” “site” “cite” and “sight,” “aid” and “aide,” etc.

· ___Do not confuse it’s (it is) and its (possessive).

· ___Make sure the subject and verb agree.

· ___Use spell-checker, but double-check that the correct term has been used in context.

· ___Use complete sentences, not sentence fragments.

· ___Do not using single-sentence or run-on paragraphs.

· ___Use active voice, try to be clear and concise.

· ___Alternate short and long sentences.

· ___Check for overuse of the same words within one paragraph (e.g. for “also,” consider “in addition”, or “as well”).

· ___Break up lengthy paragraphs or lengthy sentences for greater readability.

· ___Use “a,” “an” and “the” appropriately.

· ___Ensure agreement in number between pronouns and the nouns to which theyrefer—in other words, does not use sentences like, "the student (singular)must turn in their (plural) papers by...."

· ___Do not use “due to” when what should be said is “because of.”

· ___Do not use “different than” when what is meant is “different from.”
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