Saint Anselm College Expectations of Syllabus Information
By clearly articulating these academic policies for your students, you are not only defining for them your class guidelines and expectations, but also avoiding potential grade disputes and appeals because of ambiguously worded policies.
Attendance: 

--work within the parameters of the College policy (see page 124 of the Current Student Planner and Handbook).  You may want to specifically quantify the relationship between excessive absences and a final grade.  For example, “after your third absence, your final grade will be reduced .33 per absence”; and, “students who miss more than 7 classes will not be able to pass the class.”  More ambiguous policies (e.g., “excessive absences may lead to a failing grade”) can be the source of conflict.

Grading Policies:

--provide a clear breakdown of assignments (quizzes, tests, papers, projects, presentations, etc.) and their weighted percentages in the final grade computation.
--participation: consider defining how participation will be assessed (if at all).  If it functions as a significant part of the overall grade, you should keep a record of how the grade was determined or offer quantifiable measures of assessment.
Missed Exams/Make-Ups/Pop Quizzes

--state your policy on missed quizzes/exams.  That is, are students allowed to retake a missed exam or quiz?  If not, does this change how the final grade is calculated because the weighted average of other work is changed, too? 
Late Papers/Late Work:

--Explain whether you accept homework/papers/projects that are late, and how/if they are docked for lateness.
--Notify students if electronic submissions of material are acceptable or if you always want a hard copy delivered in class.
Academic Integrity/Plagiarism:

--Again, consider referring to the college’s policy statement on Plagiarism and Academic Integrity in the Student Planner and Handbook (pages 125-26) and to Doing Honest Work in College by Charles Lipson, a text every student is supposed to possess.  Be clear about the academic penalty for cheating on assignments.
Disabilities:

--Consider a statement linked to the college’s policy: “students with appropriately documented disabilities may be eligible for reasonable accommodations.  It is the student’s responsibility to contact and submit documentation of a disability to the Office of Academic Advisement.”

Policy on the Use of Electronic Devices:

Include a reference to the college’s policy on cell phones/electronic devices: “As a member of the learning community, each student has a responsibility to other students who are members of the community.  When cell phones or pagers ring and students respond in class or leave class to respond, it disrupts the class.  Therefore, the Office of the Dean prohibits the use by students of cell phones, pagers, PDAs, or similar communication devices during scheduled classes. Text messaging or accessing information on these devises is likewise forbidden. All such devices must be put in a silent (vibrate) mode and ordinarily should not be taken out during class.  Given the fact that these same communication devices are an integral part of the College’s emergency notification system, an exception to this policy would occur when numerous devices activate simultaneously.  When this occurs, students may consult their devices to determine if a college emergency exists.  If that is not the case, the devices should be immediately put away.  Other exceptions to this policy may be granted at the discretion of the instructor.”
Office Hours/Availability:


--list your office hours; 

--suggest to students your preferred method of communication—that is, how you would prefer they get in contact with you.

(Developed by Mark Cronin, Assistant Dean of the College, Saint Anselm College, Manchester, NH for the Academic Deans Office, 2009).

