[bookmark: _GoBack]Course Syllabus Template
The University Policy on Course Syllabi and Grading (Section 241 in the Academic Policy Manual) is fairly prescriptive, with requirements based on legal considerations, past experience with grade protests, and generally accepted good practice. Prior to preparing your syllabus, it is highly recommended that you consult the University Policy on Syllabi (APM 241).
The following template is intended to serve as a guide to you as you prepare your class syllabus in accordance with University policies. Please be aware that all instructors are required to provide a syllabus for all of their students by the tenth day of instruction. The following template includes the components required in course syllabi, a few additional suggestions, and questions for you to consider as you prepare for your courses. Required portions appear in bold letters. Instructors may use the language provided or use the wording and formatting they prefer. Responses to items and questions appearing in non-bolded letters are not required, though they reflect common student concerns and issues that arise at the Student Academic Petitions Committee. Responding to those that apply in the course syllabus has generally been found to be helpful.
Course syllabi shall be distributed in a format that meets the accessibility requirements for students with disabilities.
Note: Syllabi of courses in which online instruction replaces part or all of in-class time shall explain the role that technology plays in achieving student learning outcomes and describe how learning activities will be scheduled, including a distinction between synchronous and asynchronous activities.
Syllabi for web-based courses shall refer students to the policy on 24-hour access to a computer capable of accessing the campus data network and may be distributed electronically, but must be prominently and permanently available to students. If the syllabus is revised during the semester, all versions must remain available so that students can track changes. It is recommended that faculty require students to acknowledge formally that they have received and reviewed the course syllabus. A print copy of the syllabus and any amendments shall be kept on file in the department office for two years.

Introduction and Course Description
Include course name, course number, number of units, time, and location. Offer a brief course description and explain how the course fits into the curriculum (General Education, Major, Certificate, prerequisite for other courses, etc.). Why should a student take the course? This is also a good place to explain why you have organized the course the way you have. You may wish to consult the course description in the University Catalog as you prepare this section, to ensure your description is aligned with the University's.
Faculty may also wish to include statements on instructional philosophy and pedagogical methods, non-enrolled visitors or guests, General Education requirements met by the course, and other information of importance and concern to the instructor.  Reference can also be made to University policies judged to be a particular importance to the conduct of the class (e.g., disruptive behavior).  Faculty should be certain that any such statements are consistent with University policy.
	Syllabus for Course Name (Course Number)

	Fall 2014
	California State University, Fresno

	Course Information
	Instructor Name

	Units
	Office Number

	Time
Include the days and times of any required face-to-face meetings and/or the dates and times of any required synchronous meetings.
	E-Mail
Include a statement that defines how long students should expect to receive a reply from you. Students are expected to regularly access their Fresno State email account as this is the account used for official university correspondence and Blackboard communications.

	Location
Include the room number of any required face-to-face meetings or if all class meetings will be held online.
	Telephone

	Website
To access the course login to Blackboard (https://blackboard.fresnostate.edu) using your Fresno State username and password.
For help with Blackboard contact Technology Innovations for Learning and Teaching at 278-7373 or send an email to tiltsupport@csufresno.edu.
	Office Hours
Indicate any online office hours and where they will be held (Chat, Virtual Office, Blackboard Collaborate session, etc.)



Prerequisites
What are the prerequisites and how will you build on them? You may wish to refer students to resources for correcting weaknesses that might interfere with their learning in the course. Include any special technical skills students may need to complete the course successfully.
Required Textbooks and Materials
Textbook, handouts, additional materials, course fees (if any), etc. Will you require the use of email?  Internet accounts are available for a fee through unWired Broadband (www.unwiredbb.com). This may include software that students may need to complete course requirements, including plug-ins (Acrobat Reader, PowerPoint Viewer, etc.).
Course Organization
Course organization and navigation should be detailed. Explain how students should proceed through the course, how to label assignments, accepted file types, where to post material in the course and any other special instructions students will need to successfully participate and navigate the course.
Examinations and Major Assignments
What will the examinations be like? When are they scheduled?  Are they to be taken online or in the Testing Center? Will they be proctored? How will they be structured? How will students know which material to emphasize? How much material on exams will be taken from reading assignments? Will exams be comprehensive?
It is not recommended to access and take tests/quizzes through the Blackboard Mobile Learn app.
Do you have a make-up policy and how does it work? Explain how you will handle absences, missed exams, missed labs, late homework and/or paper submissions.
What will the major assignments (e.g. papers, field trips, projects, etc.) be like? How will completing the assignments help students achieve the course learning goals? When are assignments due?
Study Expectations.  Consider using the following statement:
It is usually expected that students will spend approximately 2 hours of study time outside of class for every one hour in class.  Since this is a 	-unit class, you should expect to study an average of 	 hours outside of class each week.  Some students may need more outside study time and some less.
For free tutoring on campus, contact the Learning Center, in the Collection Level (basement level) of the Henry Madden Library.  You can reach them by phone at 278-3052.
"Our campus has developed SupportNet to connect students with specific campus resources promoting academic success. I have agreed to participate in this program and may refer you to it if I believe you need the services provided by SupportNet to succeed in this course."
Participation Standards
Clearly state how you will measure participation in the online classroom. Participation standards may include the minimum number of discussion postings per week or the minimum number of times per week that students should login to the course on Blackboard.
Grading
If you are using any synchronous tools such as the Virtual Classroom, Chat, or Blackboard Collaborate, is attendance mandatory? Remind students "If you are absent from class, it is your responsibility to check on announcements made while you were away." If you intend to grade on participation or tardiness, be explicit in explaining how you will do so. Disagreement over class participation and the lack of clear grading standards and grading scale have been the basis for several grade protests.
Exactly how will you calculate the grades? What will be the point values and weightings for assignments, activities, and examinations? The cut-off points each grade? An "Assignment and Examination Schedule" with point values, may be an efficient way to transmit some of this information:
Course Goals and Primary Learning Outcomes
Course Goals:
What do you, as the instructor, intend to accomplish through instruction?
Primary Learning Outcomes:
What should students have learned or what should they be able to do when they complete the course? Primary learning outcomes stem from course goals and should be targeted statements about expected student performance.  In general, they are competency-based and measurable, in that they describe exactly what the student must do to demonstrate mastery of course material.  Use specific language (e.g., analyze, compare, describe, list, formulate, derive) rather than terms such as "know" and "understand" which may have different meanings for students and instructors. For additional information, please refer to the departmental Student Outcomes Assessment Plans. One approach to generating the list of learning outcomes is to think about questions that you might include on a comprehensive essay final or about abilities that are reinforced by major course assignments.
Assignment and Examination Schedule
	Date/Module
	Assignment
	Points

	
	
	

	
	
	


Be sure to include in the syllabus a statement such as:
Subject to Change Statement
This syllabus and schedule are subject to change in the event of extenuating circumstances. If you are absent from class, it is your responsibility to check on announcements made while you were absent.
Note:  If you are teaching an electronic course and plan to give your exam online, or not meet the class on the final exam day in your classroom, you need to inform students in your syllabus.  You also need to address a memo to that effect to your department chair and dean.
Course Policies & Safety Issues
Online communication guidelines should be thoroughly explained. Include how you want students to contact you (Email, discussion forum, phone, etc.). Make sure and establish protocol for sending email. Example: When sending an email message you must use a specific format. Type your last name and first initial in the 'subject' line along with the course number (ENG1). Example: Doe, J ENG1. You may want to include a statement about netiquette, which is the do’s and don’ts of online communication.
Course Assignments and Files. Students must keep a copy of their submitted materials (e.g. emails, discussion postings, assignments, etc.) as part of their coursework. Students are fully responsible for the timely re-submission of their work upon the instructor's request.
Blackboard does not fully support use of special characters in file names. When naming files to be uploaded into Blackboard, please do not include any special characters such as #, %, & or spaces. Only use letters, numbers, and underscores. All files must have a correct extension (.docx, .rtf, .pptx. .pdf, etc.) in order for them to open in Blackboard.
Clearly state your concerns or prohibitions, if any (talking in class, cell phones, chewing gum, tobacco, wearing baseball caps, reading newspapers in class or other distracting behavior, tape-recording the lecture, bringing visitors or guests, etc.). Are students always expected to work independently, or is collaboration sometimes encouraged? Clearly state when students may and/or may not work together. Also, address safety issues, if relevant (labs, shops, etc.).
You may want to include a statement describing appropriate behavior in your classroom, especially if your course includes student discussion of sensitive issues. The University Policy on Disruptive Classroom Behavior (APM 419) is well worth reading and can be found in the Class Schedule and the Academic Policy Manual. In addition to defining disruptive behavior and detailing formal procedures for dealing with it, the policy contains a useful description of the learning environment (see excerpt below). If you wish to use the SafeAssign.com plagiarism detection service, your syllabus must give students the opportunity to opt out of the service, as SafeAssign.com maintains submitted materials in its database and copyright issues have arisen:
Plagiarism Detection:
The campus subscribes to Turnitin and the SafeAssign plagiarism prevention service through Blackboard, and you will need to submit written assignments to Turnitin/SafeAssign. Your work will be used for plagiarism detection and for no other purpose. The student may indicate in writing to the instructor that he/she refuses to participate in the plagiarism detection process, in which case the instructor can use other electronic means to verify the originality of their work.  Turnitin/ SafeAssign Originality Reports WILL/WILL NOT* be available for your viewing.
*FACULTY: Please choose for your course WILL or WILL NOT be available for your viewing.
University Policies
The syllabus must note the university Policy on Students with Disabilities, the University Honor Code, the Policy on Cheating and Plagiarism, a statement on copyright, and the university computer requirement University policies can be included in the syllabus by reference to statements in the University Catalog and Class Schedule. For example, one might state: "For information on the University's policy regarding cheating and plagiarism, refer to the Class Schedule (Legal Notices on Cheating and Plagiarism) or the University Catalog (Policies and Regulations)." These may also be incorporated by directing students to the online required syllabus policy statement page (http://www.csufresno.edu/academics/documents/RequiredSyllabusPolicyStatements_001.doc)
Below are some sample statements that provide more than just the reference. In all instances, it is recommended that specific examples of what you consider to be cheating and plagiarism be included. See also those listed in the University Policy.
Students with Disabilities:
Upon identifying themselves to the instructor and the university, students with disabilities will receive reasonable accommodation for learning and evaluation. For more information, contact Services to Students with Disabilities in the Henry Madden Library, Room 1202 (278-2811).
Honor Code: 
“Members of the CSU Fresno academic community adhere to principles of academic integrity and mutual respect while engaged in university work and related activities.”  You should:
a) understand or seek clarification about expectations for academic integrity in this course (including no cheating, plagiarism and inappropriate collaboration)
b) neither give nor receive unauthorized aid on examinations or other course work that is used by the instructor as the basis of grading.
c) take responsibility to monitor academic dishonesty in any form and to report it to the instructor or other appropriate official for action.
Instructors may require students to sign a statement at the end of all exams and assignments that “I have done my own work and have neither given nor received unauthorized assistance on this work.” If you are going to use this statement, include it here.
Cheating and Plagiarism:
"Cheating is the actual or attempted practice of fraudulent or deceptive acts for the purpose of improving one's grade or obtaining course credit; such acts also include assisting another student to do so. Typically, such acts occur in relation to examinations. However, it is the intent of this definition that the term 'cheating' not be limited to examination situations only, but that it include any and all actions by a student that are intended to gain an unearned academic advantage by fraudulent or deceptive means. Plagiarism is a specific form of cheating which consists of the misuse of the published and/or unpublished works of others by misrepresenting the material (i.e., their intellectual property) so used as one's own work." Penalties for cheating and plagiarism range from a 0 or F on a particular assignment, through an F for the course, to expulsion from the university. For more information on the University's policy regarding cheating and plagiarism, refer to the Class Schedule (Legal Notices on Cheating and Plagiarism) or the University Catalog (Policies and Regulations).
Computers:
"At California State University, Fresno, computers and communications links to remote resources are recognized as being integral to the education and research experience. Every student is required to have his/her own computer or have other personal access to a workstation (including a modem and a printer) with all the recommended software. The minimum and recommended standards for the workstations and software, which may vary by academic major, are updated periodically and are available from Information Technology Services (http://www.fresnostate.edu/adminserv/technology) or the University Bookstore. In the curriculum and class assignments, students are presumed to have 24-hour access to a computer workstation and the necessary communication links to the University's information resources."
Disruptive Classroom Behavior: 
"The classroom is a special environment in which students and faculty come together to promote learning and growth. It is essential to this learning environment that respect for the rights of others seeking to learn, respect for the professionalism of the instructor, and the general goals of academic freedom are maintained. Differences of viewpoint or concerns should be expressed in terms which are supportive of the learning process, creating an environment in which students and faculty may learn to reason with clarity and compassion, to share of themselves without losing their identities, and to develop and understanding of the community in which they live. Student conduct which disrupts the learning process shall not be tolerated and may lead to disciplinary action and/or removal from class."
[bookmark: Copyright_policy]Copyright Policy:
Copyright laws and fair use policies protect the rights of those who have produced the material. The copy in this course has been provided for private study, scholarship, or research. Other uses may require permission from the copyright holder. The user of this work is responsible for adhering to copyright law of the U.S. (Title 17, U.S. Code).  To help you familiarize yourself with copyright and fair use policies, the University encourages you to visit its Copyright Web Page (http://libguides.csufresno.edu/copyright).
Technology Innovations for Learning & Teaching (TILT) course web sites contain material protected by copyrights held by the instructor, other individuals or institutions. Such material is used for educational purposes in accord with copyright law and/or with permission given by the owners of the original material. You may download one copy of the materials on any single computer for non-commercial, personal, or educational purposes only, provided that you (1) do not modify it, (2) use it only for the duration of this course, and (3) include both this notice and any copyright notice originally included with the material. Beyond this use, no material from the course web site may be copied, reproduced, re-published, uploaded, posted, transmitted, or distributed in any way without the permission of the original copyright holder. The instructor assumes no responsibility for individuals who improperly use copyrighted material placed on the web site.

Tentative Course Schedule
The syllabus must include a tentative schedule of topics covered, a schedule of assigned readings, exam dates (including the date and time of the final exam) and assignment due dates. You may wish to include a statement similar to the following: “The schedule and procedures for this course are subject to change in the event of extenuating circumstances.” Following are schedules showing class meeting dates for Fall 2014 for Monday-Wednesday courses, Monday-Wednesday-Friday courses, and Tuesday-Thursday courses.
Tentative Course Schedule
Fall 2014
(Monday, Wednesday Courses)
	
	Date
	Topic
	Reading Assignment

	1
	Mon., Aug 25
	
	

	2
	Wed., Aug 27
	
	

	
	Mon., Sept 1
	HOLIDAY – Labor Day
	

	3
	Wed., Sept 3
	
	

	4
	Mon., Sept 8
	
	

	5
	Wed., Sept 10
	
	

	6
	Mon., Sept 15
	
	

	7
	Wed., Sept 17
	
	

	8
	Mon., Sept 22
	
	

	9
	Wed., Sept 24
	
	

	10
	Mon., Sept 29
	
	

	11
	Wed., Oct 1
	
	

	12
	Mon., Oct 6
	
	

	13
	Wed., Oct 8
	
	

	14
	Mon., Oct 13
	
	

	15
	Wed., Oct 15
	
	

	16
	Mon., Oct 20
	
	

	17
	Wed., Oct 22
	
	

	18
	Mon., Oct 27
	
	

	19
	Wed., Oct 29
	
	

	20
	Mon., Nov 3
	
	

	21
	Wed., Nov 5
	
	

	22
	Mon., Nov 10
	
	

	23
	Wed., Nov 12
	
	

	24
	Mon., Nov 17
	
	

	25
	Wed., Nov 19
	
	

	26
	Mon., Nov 24
	
	

	
	Wed., Nov 26
	HOLIDAY – Thanksgiving Recess
	

	27
	Mon., Dec 1
	 
	

	28
	Wed., Dec 3
	
	

	29
	Mon., Dec 8
	
	

	30
	Wed., Dec 10
	Last Day of Instruction
	



	Finals week
	Days
	Dates

	Final Exam Preparation & Faculty Consultation Days: 
	Thursday and Friday 
	Dec 11-12

	Final Semester Examinations 
	Monday-Thursday 
	Dec 15-18

	Final Exam in this course 
	
	



Tentative Course Schedule
Fall 2014
(Monday, Wednesday, Friday Courses)
	
	Date
	Topic
	Reading Assignment

	1
	Fri., Aug 22
	
	

	2
	Mon., Aug 25
	
	

	3
	Wed., Aug 27
	
	

	4
	Fri., Aug 29
	
	

	
	Mon., Sept 1
	HOLIDAY – Labor Day
	

	5
	Wed., Sept 3
	
	

	6
	Fri., Sept 5
	
	

	7
	Mon., Sept 8
	
	

	8
	Wed., Sept 10
	
	

	9
	Fri., Sept 12
	
	

	10
	Mon., Sept 15
	
	

	11
	Wed., Sept 17
	
	

	12
	Fri., Sept 19
	
	

	13
	Mon., Sept 22
	
	

	14
	Wed., Sept 24
	
	

	15
	Fri., Sept 26
	
	

	16
	Mon., Sept 29
	
	

	17
	Wed., Oct 1
	
	

	18
	Fri., Oct 3
	
	

	19
	Mon., Oct 6
	
	

	20
	Wed., Oct 8
	
	

	21
	Fri., Oct 10
	
	

	22
	Mon., Oct 13
	
	

	23
	Wed., Oct 15
	
	

	24
	Fri., Oct 17
	
	

	25
	Mon., Oct 20
	
	

	26
	Wed., Oct 22
	
	

	27
	Fri., Oct 24
	
	

	28
	Mon., Oct 27
	
	

	29
	Wed., Oct 29
	
	

	30
	Fri., Oct 31
	
	

	31
	Mon., Nov 3
	
	

	32
	Wed., Nov 5
	
	

	33
	Fri., Nov 7
	
	

	34
	Mon., Nov 10
	
	

	35
	Wed., Nov 12
	
	

	36
	Fri., Nov 14
	
	

	37
	Mon., Nov 17
	
	

	38
	Wed., Nov 19
	
	

	39
	Fri., Nov 21
	
	

	40
	Mon., Nov 24
	
	

	
	Wed., Nov 26
	HOLIDAY – Thanksgiving Recess
	

	
	Fri., Nov 28
	HOLIDAY – Thanksgiving Recess
	

	41
	Mon., Dec 1
	
	

	42
	Wed., Dec 3
	
	

	43
	Fri., Dec 5
	
	

	44
	Mon., Dec 8
	
	

	45
	Wed., Dec 10
	Last Day of Instruction
	




	Final Exam Preparation & Faculty Consultation Days: 
	Thursday and Friday 
	Dec 11 -12

	Final Semester Examinations 
	Monday-Thursday 
	Dec 15 -18

	Final Exam in this course 
	
	



Tentative Course Schedule
Fall 2014
(Tuesday, Thursday Courses)
	
	Date
	Topic
	Reading Assignment

	1
	Thu., Aug 21
	
	

	2
	Tue., Aug 26
	
	

	3
	Thu., Aug 28
	
	

	4
	Tue., Sept 2
	
	

	5
	Thu., Sept 4
	
	

	6
	Tue., Sept 9
	
	

	7
	Thu., Sept 11
	
	

	8
	Tue., Sept. 16
	
	

	9
	Thu., Sept 18
	
	

	10
	Tue., Sept 23
	
	

	11
	Thu., Sept 25
	
	

	12
	Tue., Sept 30
	
	

	13
	Thu., Oct 2
	
	

	14
	Tue., Oct 7
	
	

	15
	Thu., Oct 9
	
	

	16
	Tue., Oct 14
	
	

	17
	Thu., Oct 16
	
	

	18
	Tue., Oct 21
	
	

	19
	Thu., Oct 23
	
	

	20
	Tue., Oct 28
	
	

	21
	Thu., Oct 30
	
	

	22
	Tue., Nov 4
	
	

	23
	Thu., Nov 6
	
	

	
	Tue., Nov 11
	HOLIDAY – Veteran’s Day
	

	24
	Thu., Nov 13
	
	

	25
	Tue., Nov 18
	
	

	26
	Thu., Nov 20
	
	

	27
	Tue., Nov 25
	
	

	
	Thu., Nov 27
	HOLIDAY – Thanksgiving
	

	28
	Tue., Dec 2
	
	

	29
	Thu., Dec 4
	
	

	30
	Tue., Dec 9
	
	



	Finals week
	Days
	Dates

	Final Exam Preparation & Faculty Consultation Days: 
	Thursday and Friday 
	Dec 11-12

	Final Semester Examinations 
	Monday-Thursday 
	Dec 15-18

	Final Exam in this course 
	
	



6
