Guidelines for Syllabi Content

For The Art Institute of California – San Francisco

Please use templates provided on this site.  Only highlighted areas are accessible for change.  All other areas are pre-filled in and locked by administrator to maintain consistency and accreditation standards. 
*****Syllabi are due the first week of every quarter*****

Email your syllabi (word preferred, PDF ok) to your department director. 

Also copy Library Director Kathleen Jones (kjones@aii.edu).
Pertinent Class Info:     

Include the section, time of the class, session/year room number, your name, your *Ai email address and voicemail/telephone number which students can use to contact you and, instructor availability time.
Text(s)

Materials and Supplies:

List all relevant text and materials pertaining to your course.
Technology Needed:

Some courses may require additional technology not provided by Ai.
Process for Evaluation:

This is the course percentage breakdown in conjunction to the grade.  Include an outline of how students will be evaluated in this course. Examples include a breakdown by percentage (i.e. 30% projects, 10% quizzes, 10% class participation, 25% mid term, 25% final exam.)
Weekly Course Outline:

The 11 week quarter will be broken down varying on your course curriculum and presentation of material.  This is open to your discretion.  Include details of what will be covered in each class, organized by week number, or date if you prefer. If your class is a combination of lab and lecture, clearly define the boundaries in this weekly outline, using the words “lecture” and “lab,” and include due dates for all assignments.  Use the word “homework” to signify assignments due.
When labeling your syllabi file:

(Course prefix) + (Course Number) + (Faculty Name) + (Qtr/Year) Quarter/Year



Example: HU130_AlexanderS_WI08



(again, Word.doc files are preferred, PDF files are acceptable)
** REMINDER **

It is imperative that all faculty regularly check Ai email.

Relevant school/work related information can only be sent to Ai email addresses.
