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Course Syllabus and Instructional Agenda
Enrolling in courses can be intimidating to students, especially if he or she is unsure of the course content, expectations, and assignments due. Additionally students appreciate knowing the instructional plans for the week. The course syllabus and instructional agenda provide the structure students seek for courses.  This project will talk about elements of the syllabus and the importance of a syllabus, the need for an instructional agenda and provide examples of the syllabus and instructional agenda.
The Importance Elements of the Syllabus

The course syllabus is a contract between the student and the instructor for the course. The syllabus has several standard and important elements associated with it. The course syllabus will list the instructor’s contact information, including phone number and email address, and office hours if applicable.  The syllabus will also provide course expectations, requirements, ground rules, readings, assignments, and final exams and projects associated with the course (The Importance of the Syllabus, 2009).  The syllabus provides insight to the instructors’ expectations for the course. This information provides is critical to a students’ success in the class.  The syllabus will also list important course policies, including information on late assignments and class absences. Once a student has reviewed the syllabus, if he or she has any questions it is imperative the student contact the instructor immediately for clarification to ensure success and proper understanding of the expectations.  
Important Elements of the Instructional Agenda

The instructional agenda is an important aspect of classroom management. The agenda allows students to see the expectations of the immediate class session and the upcoming sessions (Barrus, n.d.). The agenda lists the session objectives and provides structure to the class session. Additionally the students can see if any assignments are due and note any assignments with a due date in the near future ( Barrus, n.d.). Some agendas will list activities in a timeline, whereas some agendas will simply list the tasks in order of achievement for the day. 
Course Syllabus









       Training Syllabus

College of Education

Cultural Diversity (4 units)

Instructor: 


Michelle McNair

Office:



Customer Service Training Department
Office Hours:
Face to face availability-One hour before training. Phone availability Monday through Friday 3 pm to 5 pm.

Office Phone Number:     
 916-555-1515

Email:     

     
michelle.mcnair@phoenix.email.edu

Length of Course:         
1 hour training

Training Hours:                  
Employee and Management Discretion

Prerequisite:                   
None Required.

Course Description:
      

· This course is designed for employees to fully understand company ethical policies and successfully engage with employees from varied backgrounds while working respectfully as a cohesive unit.

Policies: 


· Must be completed during working hours. Arrange time with approval of management.
Standards:


· All company employees are expected to know and understand all company policies.

· They must demonstrate courtesy and respectful behavior towards co-workers and management.

· Monthly evaluations will be given and employees demonstrating exemplary behavior towards employees will be rewarded.

· Quarterly evaluations will show if the employee has maintained 100% accuracy displaying company policies. 

Administration and Supervision of Associates: 

· 100% accuracy on the tutorial based assessment 

· Work-related kudos to and from fellow employees

· Management Shout Out program

· Quarterly evaluations 

· Employees must complete annual ethics and diversity training

Course Materials: 

· Computer PC for entire company 

· Mac for Executive branch

· Adobe flash player software – 2012 copyright

· Interactive simulated situational problem-solving content from MRM Software Inc. –

2012 copyright for company use.

· Access to the Internet

	

	
	Details
	Due

	Objectives
	Evaluate and understand different attitudes and behaviors conditioned by culture
	

	Conceptual

Framework

Themes

Addressed this

Week
	Understanding body language and avoiding mixed messages

Cross-cultural communication process

Impact of cultural differences

Enhance cultural sensitivity and competence


	

	Reading
	Tutorial
	

	Participation
	Maximum
	

	Individual
	Non-Graded Assessment
	

	Individual
	
	


	

	
	Details
	Due

	Objectives
	Building common understanding and framework to work through challenging conflict situations
	

	Conceptual

Framework

Themes

Addressed this

Week
	Focus on Win-Win approach

Critical Skills – Negotiation, Assertiveness, and Persuasion

Managing Emotions

Employee Communication

Increase Morale


	

	Reading
	Tutorial
	

	Participation
	Maximum
	

	Individual
	Non-Graded Assessment
	


	

	 
	Details
	Due

	Objective:
	Understanding the code of conduct needed to effectively maintain employment in a communicable environment. 
	 

	Conceptual
Framework
Themes to
Addressed for this
Week
	Harassment

Misuse of computers, codes, passwords, and timekeeping

Behavior threatening to the reputation of the company

Theft, fraud, reporting false information, and other acts of dishonesty

Soliciting or accepting gifts, engaging in illegal conduct, and use of company supplies

Possessing firearms or weapons, alcohol or any illegal substances


	 

	Reading
	Tutorial
	 

	Participation
	Maximum
	 

	Individual
	Non-Graded Assessment
	


	

	
	Details
	Due

	Objectives
	Increase cultural awareness
	

	Conceptual

Framework

Themes

Addressed this

Week
	Knowledge and skill process

Benefits

Protection of Civil Rights

Increase inclusion of different identity groups

Promote better teamwork


	

	Reading
	Tutorial
	

	Participation
	Maximum
	

	Individual
	Graded Assessment after entire Tutorial
	


Instructional Agenda

	Time


	Instructional Agenda



	1 Hour
Course is to be completed during working hours and approved by management
	Employees should be able to understand company ethical policies and work with varied backgrounds as a cohesive unit.

	 10  minutes
	Instructor Introduction  and Ice Breaker Activity

	
	

	50 Minutes
	Web-based tutorial on Ethics and Diversity



	
	Part I

· Attitudes and Behaviors of different cultures



	 
	

	
	Part II

· Working through challenging conflict situations



	
	

	
	Part III

· Understanding Code of Conduct

	
	

	
	Part IV

· Increasing Cultural Awareness


Conclusion

Enrolling in courses without knowing what to expect, that the time frame commitment is, who the instructor is and what the true learning objectives are can be frustrating.  Unfortunately the small course descriptions provided in course catalogs do not provide much information to students.  The course syllabus and instructional agenda are tools used by instructors and students and serve as contracts, and provide structure to course and each class session.  The syllabus and instructional agenda help create a safe and successful learning environment for students, while setting students up for success.
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