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Policy Number:

Policy Title: Course Syllabus Distribution Policy

POLICY:

At the beginning of each semester, every instructor will distribute a course syllabus specific for each
course sections being taught. The Syllabus must include a) all Provost Required Statements and b)
clear statement on attendance policy for the courses. The Syllabus must be made available to: i) all
students enrolled in the course, ii) Department Head, iii) Dean, and iv) be uploaded into the
appropriate Syllabus folder in the currently used virtual “Faculty” storage Folder.

PROCEDURE:

Each instructor must produce a course syllabus which must be distributed as indicated in the policy above no

later than the close of business of the first day of classes for the term in question. The method of distribution
for enrolled students is up to the instructor.
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