
 

 
 
 
 

 
TO: All Faculty 

CABRINI UNIVERSITY 
OFFICE OF ACADEMIC AFFAIRS 

MEMORANDUM 

FROM: Dr. Chioma Ugochukwu, Provost and VPAA 
DATE: December 10, 2019 

 
A syllabus provides official documentation of course objectives, policies, and evaluation 
requirements.  It is to be distributed and reviewed with students during the first class meeting and 
any substantive changes to it that occur during the semester that could impact a student’s final grade 
must be provided to students in writing. You are also required to post the syllabus and updates on 
your course’s CabriniLearn site, whether you use the site for other aspects of your course(s) or not. 
Prior to the start of the semester and distribution of the document to your students, the syllabus 
must be submitted to your department chairperson in electronic form. Your chairperson will review 
it to ensure it includes all required syllabus elements and will then upload it to the CabriniLearn 
Faculty Academic Community site, as it becomes a permanent part of the instructional archives of 
the University.  In the event of litigation, it may even become a legal document. 

 
Please read this document thoroughly and update your syllabi with all required elements.  

Contact your department chair with any questions. 
 
 

Newer Required Elements for All Course Syllabi 
 

1.  University-wide Academic Standing and Retention Policies – To ensure students are 
aware of the overall requirements to remain in good academic standing all course syllabi are now 
required to include SPECIFIC information on undergraduate and/or graduate student academic 
standing. 
For Graduate Syllabi – Please include: 
University-wide Academic Standing and Retention Policies - 
As of Fall 2019, graduate students must maintain term and cumulative grade point averages 
(GPA) of 3.0 or higher and earn no grade lower than a D in any course in the current graduate 
program to remain in good academic standing and ultimately receive a graduate degree from 
Cabrini University.   
Students earning a term GPA below 3.0, but having a cumulative GPA at or above 3.0 are placed 
on Academic Warning. 
Students earning a cumulative GPA below 3.0 are placed on Academic Probation, assuming they 
have not been on probation in a prior term. 
Students earning a cumulative GPA below 3.0 who have been on Probation in a prior term OR 
any student receiving a grade of F or FA in any course are considered Dismissed from Cabrini 
University.  Students may be granted the opportunity to appeal a dismissal for the opportunity to 
return for an additional probationary semester at the discretion of the School Dean and Academic 
Review Board. 
Individual departments or programs may have additional, more rigorous criteria beyond 



 

University-wide level criteria.  Students should consult with their Chair or Program Coordinator 
for more information. 
Any student with financial aid is subject to the academic progress requirements of their specific 
aid package.  Students should consult with the Financial Aid Office if they have questions about 
academic requirements for their specific grants, loans and/or scholarships. 
 
For Undergraduate Syllabi – Please include: 
University-wide Academic Standing and Retention Policies - 
As of Fall 2017, undergraduate students must maintain minimum term and cumulative grade 
point averages (GPA) or higher, based on their number of credits earned toward graduation to 
remain in good academic standing and ultimately receive an undergraduate degree from Cabrini 
University. 
Students with fewer than 27 earned credits must maintain a 1.75 GPA or higher, students with 27 
to 56.9 earned credits must maintain a 1.90 GPA or higher, and students with 57 or more earned 
credits must maintain a 2.00 GPA or higher. 
Students earning a term GPA below their stated minimum, but having a cumulative GPA at or 
above their minimum are placed on Academic Warning. 
Students earning a cumulative GPA of at least 1.00, but below their stated minimum, for the first 
time OR who have been on Probation in one previous semester, but not in the previous term of 
study, are placed on Probation.   
Students who are first-time, first year students who have a cumulative GPA below 1.00 in their 
first semester of study at Cabrini may be considered for Conditional Probation instead of 
Dismissal. 
Students who have a cumulative GPA below 1.00 OR were on Probation in the previous term of 
study OR were on Probation two or more times during their time at Cabrini OR were ever on 
Conditional Probation are considered Dismissed from Cabrini University.   
Students may be granted the opportunity to appeal a dismissal for the opportunity to return for an 
additional probationary semester at the discretion of the Academic Review Board. 
Individual departments or programs may have additional, more rigorous criteria beyond 
University-wide level criteria necessary to remain in certain programs.  Students should consult 
with their Chair or Program Coordinator for more information. 
Any student with financial aid is subject to the academic progress requirements of their specific 
aid package.  Students should consult with the Financial Aid Office if they have questions about 
academic requirements for their specific grants, loans and/or scholarships. 
 
 
2.  Withdrawal/Drop Deadlines for Part-of-Term Classes – In addition to the inclusion of 
withdrawal deadlines for regular 15-week classes, all syllabi must now include SPECIFIC 
withdrawal and drop dates. This includes part-of-term classes. A Drop removes the course from a 
student’s record completely, the course is not used to calculate the student’s credit load for the 
semester, and the student is not financially responsible for the course.  A Withdrawal results in 
the course showing on a student transcript with a grade of “W,” the course is used to calculate 
credit load, but not GPA, and the student is financially responsible for the course. Students must 
submit advisor-signed drop/withdrawal forms to the Registrar’s Office by the deadlines. 
Extensions may only be granted with documentable, extenuating circumstances. 

The drop and withdrawal deadline for 15-week courses are Wednesday, January 22, 2020 
and Monday, April 6, 2020, respectively.   



 

The drop deadline for all part-of-term classes, regardless of whether the class is offered on-
campus or online, is prior to the second class meeting or the second Blackboard site log-in, 
whichever comes first.  You will be required to provide attendance/login information for 
any drop request, so, even if you do not count attendance in your grade calculations, please 
maintain a record of attendance for students. 

The withdrawal deadline for Spring 1 8-week courses is Wednesday, February 19, 2020 and for 
Spring 2 8-week courses is Wednesday, April 22, 2020. The withdrawal deadline for any other part-
of-term classes not falling within these two categories is prior to 70% of the course being 
completed. Please contact the Registrar’s Office for assistance in calculating the correct date. 

 
 
 
3.  Final Exam Week Emergency Closure Policy – Cabrini’s Fall and Spring Academic Calendars 
schedule a five-day final exam period for 15-week courses and the final exam period is included as part 
of the mandatory instructional hours for all courses.  Exams are typically scheduled Tuesday through 
Friday, reserving Saturdays as a makeup period.  Effective Spring 2020, faculty must indicate in their 
syllabus how they will make up their final exam/class period if a situation arises where the University is 
closed (e.g. snow emergency).  Faculty are encouraged to develop online options.  In cases where that is 
not possible, faculty must indicate that the final exam/class period make up will be held on the 
Saturday at the same time period as their originally scheduled exam/class period and that students 
should make their travel plans accordingly.  



 

CLASS DESIGN ELEMENTS 
In addition to your disciplinary-specific course content, please remember to consider the following 
as you design your courses. 

 
 

1. Class hours – A lecture-based, 3-credit, 15 week course is required to meet a minimum of 37-42 
hours during the semester. Courses using an online or hybrid/blended format must describe 
activities in adequate detail within the syllabus as to account for mandatory course hours. These 
activities should be in addition to activities considered typical homework or course study time. It is 
required that all faculty hold Final Exams, Final Presentations, or collect final projects/assignments 
during your scheduled Final Exam period, as these hours are included in the class hour calculation 
time. It is required by Pennsylvania State Department of Education and the Higher Education 
Reauthorization Act, that we fulfill ALL of the promised credit hours for the semester. In addition, 
we ask this out of respect and courtesy to your fellow faculty members – when Final Exams are 
taking place during the last week of regular classes, students are distracted from their regular work in 
preparation for these exams.  Contact your Department Chairperson or Registrar’s Office if you 
have questions regarding the required course hours for your particular course. 

 
2. Additional class meeting times – Faculty may not mandate attendance at events/activities 
that conflict with a student’s other regularly scheduled courses, work or personal times or penalize 
students for failure to attend. Any mandatory events/activities outside normal class time and their 
hours must be listed on the term master schedule and on the syllabus, so students can schedule 
classes, work, etc. accordingly. Students will be prohibited from registering for courses with 
conflicting times. 

 
3. Weather/Emergency Policies – Faculty should be prepared to deliver coursework using 
alternate pedagogical strategies when the campus is closed due to inclement weather. Syllabi should 
state that students will be required to make up missed class time and faculty should state how they 
will communicate makeup assignments (e.g. via Cabrini email, via CabriniLearn). 

 
4. Religious Holiday Policy – In order to accommodate students from a variety of religious 
backgrounds who wish to observe religious holidays, Cabrini established a Religious Holiday Policy 
that faculty are asked to honor. Please refer to the Sample Format for a Course Syllabi part of the 
document for pertinent, mandatory language to include in your syllabi. The complete policy is 
published in the university catalog. 

 
5. Midterm Grade Requirements – All standard 15 week undergraduate courses in all 
departments are required to submit mid-term grades after week 8 of the course. Faculty should 
consider the timing of course assessments to ensure they can provide meaningful grade feedback 
to all students. In addition, please explain in the syllabus 1/ what the mid-term grades will 
represent in relation to the final course grade (many students think a mid-term grade represents 
50% of their final course grade, a grading model typical in high schools.) and 2/that mid-term 
grades will not be part of their final transcript or GPA calculation. All graduate courses and 
undergraduate courses using accelerated/non-15 week formats are not required to submit midterm 
grades, although are encouraged to keep students informed as to their progress at the course 
midpoint. 



 

6. Final Grade Requirements – Final grades for all courses are due 48 hours after the 
assigned final exam period.  Faculty should design courses and assessments considering this 
deadline.  Although attendance might not be a requirement in all courses, faculty assigning 
grades of F or FA (failure for attendance) must document the last date of attendance when 
submitting final grades.  Therefore, faculty should monitor attendance regularly and report 
students not attending to the Center for Student Success at studentsuccess@cabrini.edu.  
Only students with significant, extended medical emergencies or other extenuating, 
documentable circumstances (e.g. death of immediate family member) may be eligible to 
receive an incomplete grade.  Incompletes should not be awarded for students failing to 
complete coursework for other reasons.  All requests for incompletes must be reviewed and 
approved by the Assistant Dean for Student Success prior to their approval.  
 
7. Online and Hybrid Course Syllabi - All online and hybrid courses should emphasize the 
following: 

 
• Technology and Student Support Information: Information about how students are 

expected to request and get support from the instructor (e.g. how online students are to 
access office hours), and how they should get support for other course technologies 
(including, but not limited to Blackboard). 

• Hyperlinks to key sites and support resources. 
• In the same way that instructors are expected to be able to document how face to face 

courses meet the University’s Credit Hour policy, instructors of online and hybrid 
courses should be able to do the same. 



 

REQUIRED ELEMENTS OF ALL COURSE SYLLABI 
 

Syllabi MUST include the following information: 
1. The complete title of the course, including the course number/name, the semester/session 

and year offered, class meeting times, the credit value of the course, and the course format 
(e.g. lecture, lab, hybrid, online). 
• Lecture or lecture/lab implies that ALL mandated course hours take place in a face-to- 

face format on campus. Online implies that ALL mandated course hours take place 
using a distance learning format. No on campus hours may be part of an online course, 
except for perhaps an introductory meeting or final exam. On campus hours must be 
clearly stated in the term master schedule. Hybrid implies that some portion of the 
course is on campus and some 
portion is online. 

• Online/hybrid course syllabi must include all dates, times and locations of face to face 
classes and the dates and times of any synchronous online class sessions. 

2. Name and title of the faculty member(s). 
3. Faculty member's office hours and other contact information (phone number, e-mail 

address, or the Faculty Support's phone number for messages). 
4. The text or texts, outside reading, field trips, course materials and manuals required, plus the 

ISBN numbers, copyright dates, and all costs associated with the course. Online/hybrid 
course syllabi must include any specific technology requirements of the course and where 
they can be accessed (e.g. use of webcams, Blackboard Collaborate, special software 
programs and where they can be accessed, etc.) 

5. Course objectives: What are your intended student learning outcomes? All syllabi for 
courses within the General Education Program must include the learning outcome 
statements for the specific areas of the core curriculum the course meets, if any. Specific 
descriptions of how the outcomes will be assessed, including information on signature 
assignments is also required. Please see the attached Learning Outcomes document. 
Courses meeting one or more Pennsylvania Department of Education standards must also 
include a listing of those specific standards. 

6. List of course pre- and co-requisites and enrollment restrictions, if  any. 
7. Specific assignments, examinations, projects, etc., to be completed by the students, and any 

other specific methods of evaluation. 
8. Grading standards, including information about how the grade is calculated and a table 

indicating how numerical points translate into letter grades. (See Section III of the Sample 
Format below. You may want to refer students to the grading standards in the current 
Undergraduate or Graduate Catalog.) If courses have a participation policy, that policy and 
related grading standards must be indicated. Online/hybrid course syllabi should specifically 
indicate if there is an expected number logins, postings, etc. 

9. Policies on attendance and late assignments. Please be as explicit as possible when outlining 
your policies, especially if there are limits to the number of absences allowed, documentation 
required for excused absences, student-athlete attendance concerns, etc. 

10. Important dates: 
a. Dates of tests, quizzes, group discussions, mid-term, etc., especially ones that impact final 
grades. 
b. Last day to drop and withdraw from the course.  (See page 1 of this document for dates.) 



 

11. Reference to the University’s policy on Academic Honesty, including reference to the 
Catalog.  You may add your own additional explanation/examples if you wish. 

12. The resources available to support student learning, including references to the Center for 
Student Success (tutoring service, disability services, career services) and Library. 
Online/hybrid courses should include information on how students are expected to request 
and get support from the instructor and technology support. 

13. The Religious Holiday Policy. 
14. Finally, you must put the following statement at the end of the syllabus: “This syllabus is 

subject to change.” 



 

SAMPLE FORMAT FOR A COURSE SYLLABUS 
 

Course Number Semester, Year 
Course Title Instructor’s Name/Title 
Credits/Format Room Number 

Phone Number and/or e-mail Address 
 

I. REQUIRED AND RECOMMENDED TEXTS with ISBN numbers and 
copyright dates and/or a list of other required course materials. If there are any 
additional costs associated with the course, such as mandatory for field trips, a list of 
materials/fees must be noted here. 

 
II. OBJECTIVES AND FORMAT 

a. What is the purpose of the course? 
b. What are the student learning outcomes and how will they be assessed? 
c. What format will be used to accomplish objectives – lectures, group 

presentations, journal, written/oral exams, media presentations, films, etc.? 
 

III. ASSIGNMENTS/METHOD OF EVALUATION 
Below is an example of the level of detail in which grading criteria should be 
described, but faculty should use their own or departmental grading standards, if 
applicable.  There are no standardized University-wide grading criteria. 
  
Lecture Exams (4 x 100 pts.) 40% 400 points 
Weekly Quizzes 10% 100 points 
Final Cumulative Lecture Exam 15% 150 points 
Research Paper 20% 200 points 
Group Project and Oral Presentation 15% 150 points 
Total  1000 points 

You will be awarded grades for your performance in the class as determined by the following table: 
A 93-100% (930-1000 points) A- 90-92.9% (900-929.9 points) 
B+ 87-89.9% (870-899.9 points) B 83-86.9% (830-869.9 points) 
B- 80-82.9% (800-829.9 points) C+ 77-79.9% (770-799.9 points) 
C 73-76.9% (730-769.9 points) C- 70-72.9% (700-729.9 points) 
D+ 67-69.9% (670-699.9 points) D 60-66.9% (600-669.9 points) 
F < 60% (<600 points)    

 
IV. SPECIFIC POLICIES RELATED TO ATTENDANCE, ACADEMIC 

HONESTY, WITHDRAWAL DEADLINES, TITLE IX, SAFETY, ETC. 
 

V. COURSE OUTLINE, LECTURE/LAB TOPICS, DISCUSSIONS, 
READINGS AND SPECIFIC ASSIGNMENTS/ASSESSMENT 
DATES. 



 

MANDATORY INFORMATION 
THAT MUST BE INCLUDED VERBATIM IN ALL SYLLABI 

 
 
 
 

CENTER FOR STUDENT SUCCESS (CSS) 
 
• ACADEMIC ADVISING – Coaches provide practical strategies for improving academic 

skills and study habits.  Available by appointment or on a drop-in basis. 
Grace Hall 135; studentsuccess@cabrini.edu; 610-902-8373, cabrini.edu/advising 

 
• CENTER FOR CAREER AND PROFESSIONAL DEVELOPMENT 

The CCPD helps students with deciding on a major, career counseling and job research, resume 
and cover letter review, internship assistance, interview strategies, and access to online resources: 
Handshake, CareerShift, and Interview Stream. Available by appointment or on a drop-in basis. 
Widener Center 2nd  floor; career@cabrini.edu; cabrini.edu/career 

• DISABILITY RESOURCE CENTER (DRC) – Cabrini provides support services and 
appropriate accommodations for qualified students with documented disabilities. Classroom 
and/or testing accommodations are only provided to students who have Verified  Individualized 
Services and Accommodations (VISA) form.  Students are responsible for providing their 
instructors with a VISA prior to when they need academic adjustments in advance of any 
request for accommodations. Available by appointment. 
Founder’s Hall 86; drc@cabrini.edu, 610-902-8572; cabrini.edu/disabilitysupport 

 
• MATH RESOURCE CENTER – Support to students enrolled in mathematics courses 

through the calculus level. Services available by appointment or on a drop-in basis during 
specified hours. Appointments can be made at:  https://cabrini.mywconline.com/.  You must 
register for an account first. 
Rooymans Hall; mathtutor@cabrini.edu; 610-902-8563; cabrini.edu/mathtutoring  
 

• SUBJECT-AREA TUTORING - Peer tutoring with the opportunity to learn and explore 
course content one-on-one with other undergraduate students who have previously succeeded in 
the course. Services available by appointment or on a drop-in basis during specified hours. 
Appointments can be made at:  https://cabrini.mywconline.com/.  You must register for an 
account first. 
Rooymans Hall; peertutoring@cabrini.edu; 610-902-8443; cabrini.edu/peertutoring 

 
• WRITING CENTER – Individualized writing support for undergraduate students in all 

disciplines at any stage of the writing process.  Available by appointment or on a drop-in 
basis during specified hours. Appointments can be made at:  
https://cabrini.mywconline.com/.  You must register for an account first. 
Rooymans Hall; writingcenter@cabrini.edu; 610-902-8506; cabrini.edu/writingcenter 

HOLY SPIRIT LIBRARY 
Resources and support for research and study. 
library@cabrini.edu; 610-902-8538; www.cabrini.edu/library 



 

 

CAVALIER EXPRESS CENTER 
Assistance with registration, billing and financial aid. 
Grace Hall, 1st floor; cavalierexpress@cabrini.edu; 610-902-8188; cabrini.edu/registrar, 
cabrini.edu/billing, cabrini.edu/financialaid 

 
ACADEMIC HONESTY POLICY 

The principal objective of the Cabrini University’s Academic Honesty Policy is to encourage a 
dynamic, open, and honest intellectual climate based on the personal and academic integrity of all 
members. It is the student’s responsibility to review and uphold the policy as stated in the 
University Catalog. 

 
TITLE IX POLICY ON HARASSMENT, DISCRIMINATION 

AND SEXUAL MISCONDUCT 
Consistent with its mission, Cabrini University seeks to assure all community members learn and 
work in a welcoming and inclusive environment. Federal law and Cabrini’s Title IX policy prohibit 
harassment, discrimination and sexual misconduct. Cabrini encourages anyone experiencing 
harassment, discrimination or sexual misconduct to talk to appropriate personnel about it, so that 
they can get the support they need and Cabrini can respond appropriately (resource people and 
contact information below). All Cabrini faculty are required under law to report any potential 
incidents of sexual harassment or misconduct. Cabrini is legally obligated to respond to reports of 
sexual misconduct, and accordingly cannot guarantee the confidentiality of information it receives 
that may violate Cabrini’s Title IX policy, unless made to a confidential resource (see below). 

For more information about Cabrini’s policies and resources or reporting options, please visit the 
following website: www.cabrini.edu/titleix 

Title IX Coordinator – Denise Johnston | 610-902-8207 Public Safety | 610-902-8245 

Confidential Resources: 

• Counseling and Psychological Services | 610-902-8561 
• Campus Ministry (Campus Chaplain) | 610-902-8438 
• Health Services | 610-902-8531 

 
EMERGENCY AND SAFETY PROCEDURES 

Cabrini cares about the safety and wellbeing of all members of its community. Students should 
familiarize themselves with emergency lockdown guidelines and fire/emergency exit instructions, 
which are located on the back of/near each classroom door. 

 
RELIGIOUS HOLIDAY POLICY 

As our mission statement reads, Cabrini University welcomes learners of all faiths, cultures, and 
backgrounds. We strive to create an inclusive campus that honors the diverse faith traditions of our 
university community while at the same time adhering to our Catholic, Cabrinian identity. 

As our student body becomes more diverse, it is increasingly important that we, as a multicultural 
community, accommodate students from a variety of religious backgrounds who wish to observe 
religious holidays. While it is not feasible to schedule coursework around all religious holidays for a 



 

class as a whole, we ask faculty to please honor requests from individual students to reschedule 
assignments and to be absent from classes that conflict with observances of major religious holidays, 
and to inform students that this is an option. For the complete policy, please see the university 
catalog. 

UNIVERSITY-WIDE ACADEMIC STANDING AND 
RETENTION POLICY 

See page 1-2 of this document for detailed text. 


