Syllabus Template

Requirements - The following list is based upon the University of Minnesota Faculty Senate Classroom Expectations Guidelines.  See http://www1.umn.edu/ohr/teachlearn/syllabus/index.html for additional details for assistance with each section.  
Syllabus Introduction – Please make it clear to students that a syllabus is a living document.  The faculty member reserves the right to update and change the syllabus as the term and class progresses so that the goals and objectives of the course can be met.

Basic Information

Course title:

Course designator and Course number (i.e. Mgmt 1200):
Number of credits: 
Term and year:
Day, time, and place of class meetings:

Instructor's name - If possible, include a link to your personal website with additional data for the student.
Office location: 

Office hours - U policy requires that you post office hours as well as notify students in your syllabus.
At least one method of contacting you (phone, email, fax): 

Description and Goals of the Course

A brief description of the course – Remember that this section needs to have a clear relationship to what is listed for the course in the University catalog.:

Course prerequisites:

Course goals, objectives, and expectations Please review the following link for additional data - http://www1.umn.edu/ohr/teachlearn/syllabus/goals.html).  You may also want to break you objectives down by UMC’s focused core objectives of – Subject Content, Communications, Critical Thinking and Working with Others along with addressing Bloom’s Taxonomy (http://www1.umn.edu/ohr/teachlearn/syllabus/bloom.html) and the cognitive, affective, and psychomotor learning domains.  Please visit the UMC ITC if you would like assistance.  Often times this section may get started with a statement that is followed by numbered or bulleted points. 
Upon the completion of this course, each students will:
1. item 1 – Core Component= ? – Learning Domain =? – Method for Assessing = ?
2. item 2 - Core Component= ? – Learning Domain =? – Method for Assessing = ?
3. ….more, for each - Core Component= ? – Learning Domain =? – Method for Assessing = ?
Texts and Materials

Required Reading - Textbooks, books, library readings, website or Learning Content Management Site (WebCT) to support the class.
Recommended Reading - Supplemental books, library readings, and external websites that will be helpful in meeting course requirements.
Required Materials – Lab supplies, software, and any other possible expenditure on material to support the class should be spelled out.
Grading

Criteria for grading and grading standards - Including the U of MN definition of grades - http://www1.umn.edu/ohr/teachlearn/syllabus/pol.html.  This section should also include the grading scale used for the course.  For example:
Grading Scale:

A= 90 to 100 percent; B= 80-89; C= 70-79; D= 60-69; F= less than 60

Schedule of assignments, papers, projects, etc – This section does not need to be specific (although, that is an option that a faculty member may choose by listing a 16-week semester schedule of topics and requirements), but should give the students an idea of what to expect.:

Assignments, Classroom Attendance and Participation. = 200 points 

During the Term Examinations (2 @ 100 pts each) = 200 points 

Term Paper = 100 points 

Online WebCT Discussion Center Participation = 100 points =
Comprehensive Final Examination  100 points 

Total Points for the Course = 700

Statement on penalties for late work – Below is an example from the University of Minnesota Center for Teaching and Learning Services.
All assignments must be submitted to me by 5 p.m. on the stated date. Late work will be penalized one grade notch (e.g., B- to C+) for each day it is late. The weekend counts as one day.

Make-up Work – A statement on the topic needs to be included in your syllabus, as directed by the following U policy.
University of Minnesota policy requires faculty members to provide make-ups for major examinations to students with legitimate, documented excuses. If your class will have students who are new to a university-setting, you should be very explicit about what constitutes a "legitimate excuse" and what kind of documentation you will accept. Inform students of their options to make up the work. 

Example - Students are expected to take exams at the times scheduled in the syllabus. Possible exceptions include serious illness, family emergency, or a legitimate conflict with recognized University activities. If these apply, you must contact your lab instructor or the General Biology Program office to request a makeup. Make these arrangements as soon as you know of the conflict--BEFORE the exam if possible.  
Provided by Craig Packer, Biology 1201: Evolutionary and Ecological Perspectives 

Statement telling students how to dispute a grade for an assignment or exam - The following is an example from CLA on the Twin Cities campus.
If you wish to dispute the grade assigned to a paper or a question on an exam, you must do so IN WRITING within 24 hours after the exam or paper has been returned. You must include a specific rationale for why your answer is correct, or why the paper deserves a higher grade. "I think I deserve a better grade" does NOT constitute a rationale.

Statement regarding extra credit – Below is the U policy on extra credit and a sample that might be helpful in writing your own personal policy statement. 

According to University of Minnesota policy, if you offer any student an extra credit opportunity, you must extend the offer to all students. Be sure your policy regarding extra credit is clearly stated on your syllabus. 

Example - You can earn up to 3 extra credit points for bringing to class articles from newspapers or magazines that are related to the class discussion. Each time you do so is worth one point.
Course Expectations
Teaching Methods Used in the Class - Telling students what teaching methods you will use in class and the rationale behind them will help them set realistic expectations. Providing your rationale can decrease student resistance to new teaching methods and can increase their confidence in you as an instructor.  Below is an example of how you might describe your methodology:

Example - TEACHING METHOD: This course is primarily a lecture course, presented in module form, supplemented with discussion, films, and guest speakers. I have purposely broken the material in short segments to facilitate its absorption. During a typical class period, I will begin with general business, and then will present two (approximately 20 minute) segments of material broken up by a "topic of the day." 

TOPICS OF THE DAY: To break up my lectures and keep us all alert, we will cover a short topic of general interest each day. These topics are designed to be brief, to involve students, and to be useful for avoiding the comment: "How could you have gone to college and not know ___?!" 

Elizabeth Heger Boyle, UofM Sociology 1001: Introduction to Sociology 

Statement on class preparation and interaction - Clear guidelines detailing how students are to prepare for and behave during a class session. (e.g. read the assignments BEFORE class, come on time, participate in discussion, etc.)  Below is an extensive but well written example:
EXPECTATIONS
You can expect me to: 

· Plan the course AND alter that plan as needed. I believe the best curriculum comes from the student. That means that we will take advantage of unforeseen events that capture our interest, and then juggle the class topics as necessary. 

· Give you feedback – both written and oral. I take the assignments in this class seriously, and have made giving feedback a top priority. 

· Bring my expertise into the classroom. This includes many years of formal study, professional experience and development, and stories from real life. I believe that we can learn through stories. (You, too, are encouraged to bring stories to class to stimulate discussion.) 

· Be patient when you are struggling with ideas. To me, the struggle reveals that learning is taking place. 

· Provide clarity when the struggle gets too strong. 

· Be open about options. I think it’s great when students bring ideas of how to form a class session or perhaps request a topic. 

· Treat you, as adult learners, with the related style of respect. 

Here is what I expect from you: 

· Participation in class, which includes both speaking up and listening. 

· Effort to make this class your own. In other words, what will you do to foster your learning? 

· Completion of assignments – including the reading. 

· College-level quality writing: legible and proofread. I will let you know if an assignment needs to be typed. If there are a significant number of errors or if it is difficult to read, the assignment will be returned to you prior to grading for changes. In most cases, your assignment will then be late and docked points. 

· Honesty. I will ask you many questions throughout the semester. "I don’t know" and "I need to pass on that question" are acceptable answers. 

· Courage. Courage to challenge what you read or hear (even from me). Courage to talk with me if there are concerns – before they become burdensome. 

Leanne Sponsel
UofM - ECE 3226

Senate student academic workload policy – below is another sample of how this section could look.

This class is demanding in terms of outside-of-class time. Students are expected to accomplish multiple assignments every week, including a considerable amount of reading. (University of Minnesota undergraduates are expected to spend 2 hours in out-of-class preparation for each in-class hour; if you apply this to PA 5021 and include lab you get 10 hours of preparation, plus class time, and this is graduate school so expectations are higher.) However, this means that no one assignment carries a very large weight in determining the final grade, and students are not given an opportunity to fall behind. The goal of the instructor and the three teaching assistants is for every single student to succeed in this class. We expect you to work very hard on your own, with each other and with us, to accomplish this goal.

Professor Levison, Quantitative Methods in Public Affairs, UofM PA5021.

Statement on the use of computer hardware and software – Make clear your expectation of the use of technology by students in your class.  A few examples that my be useful follow:
1. There no computer technology requirement for this course.

2. Students are expected to complete all out of the classroom assignments with the use of the appropriate technology made available to all students and loaded on their individual notebook computers.  Computers will not be used in the classroom as an integral part of instruction.
3. Students are expected to bring computers to class each day, connect to the internet, check personal email, and log on to WebCT for the course.  Computer will be used in this course as an essential in the classroom and out of the classroom instructional tool. 

4. Here is another common phrase included by some UMC faculty - Computers shall be used during class time for class purposes only. Any personal use of the computer for recreation, outside class work, or "any" use unauthorized by your instructor is unacceptable and students will be asked to remove themselves from the classroom should your instructor identify inappropriate use.

Statement on a special instructional procedures or safety considerations related to the course - Are you using a teaching strategy which is likely to be unfamiliar to your students? Are there safety issues that need to be addressed for your class? If you answered yes to either of these questions, you should probably provide detailed information about special procedures on your syllabus.  See the following webpage at the Center for Teaching and Learning Services for additional details - http://www1.umn.edu/ohr/teachlearn/syllabus/special.html. 
Statement on accommodations for students with disabilities - The Office of Disabilities Services policy states:

· Publications, such as course syllabi, college bulletins, program brochures, class schedules, newsletters, and instructional publications must be provided in alternative formats (braille, large print, tape, electronic) upon request; document conversion is provided through Disability Services, (612) 624-4037 or on the UMC campus through Laurie Wilson’s office at 218-281-????. 

· A statement such as the following may be a place to start : It is University policy to provide, on a flexible and individualized basis, reasonable accommodations to students who have disabilities that may affect their ability to participate in course activities or to meet course requirements. Students with disabilities are encouraged to contact their instructors to discuss their individual needs for accommodations.
Statement on academic integrity – Below is an example, provided by the University of Minnesota on the language you may choose to include in this section. 
Example: Academic integrity is essential to a positive teaching and learning environment. All students enrolled in University courses are expected to complete coursework responsibilities with fairness and honesty. Failure to do so by seeking unfair advantage over others or misrepresenting someone else's work as your own, can result in disciplinary action. The University Student Conduct Code defines scholastic dishonesty as follows: 

SCHOLASTIC DISHONESTY: submission of false records of academic achievement; cheating on assignments or examinations; plagiarizing; altering, forging, or misusing a University academic record; taking, acquiring, or using test materials without faculty permission; acting alone or in cooperation with another to falsify records or to obtain dishonestly grades, honors, awards, or professional endorsement. 

Within this course, a student responsible for scholastic dishonesty can be assigned a penalty up to an including an "F" or "N" for the course. If you have any questions regarding the expectations for a specific assignment or exam, ask.

Additional Statement on Plagiarism: - Below is a sample of the info prepared by Owen Williams from the UMC Library (http://www.crk.umn.edu/library/links/plagiarism.htm)  that may be helpful in developing your plagiarism statement for your syllabus.  

The definition of plagiarism is to use another person’s work (words or ideas) without giving clear credit to the source of that information. Plagiarism can be intentional and unintentional. 
Intentional plagiarism is cheating. This is when you copy the work of another and call it your own. This includes copying from a book, journal, web page, another term paper, or any other source. Things such as art, graphics, poetry, data, text, computer programs and code, web sites, music and other creative expressions are included as things that can not be copied without proper citing or permission. 
Plagiarism is stealing the work of another and then trying to deceive another into believing that work was done by him/her. 
Unintentional plagiarism is also cheating. This happens when a writer does not intend to plagiarize, but fails to cite the sources of the information that they use correctly.  

All incidents of plagiarism in this course will be written up and submitted to the UMC Vice-chancellor or Academic Affairs in accordance with UMC policy.  The professor in this course reserves the right to treat each case individually, but typical actions that could be carried out by Professor ??????? include any or all of the below if plagiarism is detected: 

· Receive an F on the assignment 

· Receive an F for the course 

In addition, if a student has offended more than a single occasion, University administration may take additional action, including:

· the loss of athletic or other privileges 

· expulsion from school 

Additional UMC information on Academic Dishonesty may be found at http://www.crk.umn.edu/campusinfo/policies/dishonst.htm. 
Statement regarding student conduct and sexual harassment – This section is required in your syllabus.  Below is an example.

Example - STUDENT CONDUCT
Instructors are responsible for maintaining order and a positive learning environment in the classroom. Students whose behavior is disruptive either to the instructor or to other students will be asked to leave. Students whose behavior suggests the need for counseling or other assistance may be referred to their college office or University Counseling Services. Students whose behavior may violate the University Student Conduct Code may be referred to the UMC Student Conduct Committee. 

SEXUAL HARASSMENT
Please note that sexual harassment by any member of the University community, student, faculty, staff, administration, is prohibited.  To review the complete policy on this issue, view the following webpage - http://www1.umn.edu/regents/policies/humanresources/SexHarassment.pdf. 
Please note that much of the material used in the crafting of this template was provided by the pages of the University of Minnesota – Center for Teaching and Learning Services – Syllabus Tutorial found at the following web address - http://www1.umn.edu/ohr/teachlearn/syllabus/index.html. 
