Syllabus: Course Name

Term:

Name of Course
Course Number
Course Section Code, Section Day/Time (optional)
Syllabus
Note - This is a composite syllabus using information for different classes as an example for each
section. It is intended to encourage your thinking, not to guide the creation of a syllabus for any
particular discipline or college. This example includes wording in each section from both online
and traditional courses.

Your Name
Phone
e-mail
FAX
Office Location
Office Hours
Course Description:
Purpose:
Approach to the Material:
Learning Objectives - By the conclusion of the course you should be
able to:
1.
2.
3.

4.
Course Design - Each lesson for this course has:
•
•
•
•
•

An introduction
A lecture section
Research activities on the Internet
Discussion or group work requirements that may include online discussion board
postings, or brief classroom presentations
A quiz.

Materials:
Textbooks:
Other Readings:
Supplies:
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TENTATIVE CALENDAR

Lesson One

Lesson Two

Lesson Three

Lesson Four

Lesson Five

Lesson Six
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Lesson Seven

Lesson Eight

Lesson Nine

Students are responsible for knowing and adhering to due dates for readings, essays,
and other in-class activities. Changes to the schedule will be announced during class
time and posted to the class website. Students are responsible for noting all changes
and adhering to them. Please check the web site announcements for a repetition of
calendar changes.

What successful students should expect to do in this course:
Responsibilities:
Successful students follow both oral and written instructions. The syllabus and
assignment sheets are the primary sources of instructions in any college course; so
successful students read them carefully and refer to them regularly.
Successful students write down any instructions given orally by the professor; they also
are careful to make sure that they have taken accurate notes and ask questions before
due dates.
Successful students look up information first so that they ask informed questions, not
questions they already have the answers to. If they can’t find the answers, they contact
the instructor after class or via voice mail or email.
Successful students pay close attention to how they can best and most easily learn the
material in a particular subject area. You may find it helpful to take a learning styles
inventory to guide your study habits. You can access one online at
http://www.metamath.com//lsweb/dvclearn.htm. If you have difficulty figuring out how
best to learn the material in this class, please make an appointment to see me.
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Online Course Responsibilities:
This course requires significant self-motivation. You must not get behind. Lessons
take up to eight hours to finish. Don't try to do them in one day. Please note that not all
lessons are created equal. Some may take a bit more time than others.
You would normally spend 3 hours per week in class for this course (total 54 hours).
Allow yourself at least 8 hours per lesson to complete the lessons on-line, including the
time spent writing for the postings to the class bulletin board. You should plan additional
time to read the text and study for the quizzes. In the beginning, the lessons will probably
take longer than they will once you are familiar with the system. A statement will be
posted to the bulletin board that says: "Reply here to Lesson #, Question #." Please post
your responses to the reflect question as responses to these posts.
Some people believe this a much easier way to study this subject than in the on campus
framework because they love to read and avoid parking problems. Others may feel very
intimidated at first. Be patient as you work your way through the first few lessons. If you
read well and are serious about the material, you will learn as much or more than most
on campus students about this subject and develop reading and communication skills
that are vital to the workforce of the 21st century.
Planning Time:
Successful students, those that get A’s, B’s, and C’s, use their time wisely. The standard
formula for college coursework is that every one hour of class time will result in two to
three hours of homework, so a three unit class will do an average of six or more hours of
homework (reading, research, studying) per week.
As a result, successful students plan their time wisely so that they keep up with
assignments. They also meet with the instructor during office hours so that they can get
much needed feedback on their work.
Plagiarism:
Successful students always make sure that their work is original. This is important
because the instructor must be able to gauge what the student has learned. Therefore,
copying the work of another person, whether an essay or answers during a test, is
considered plagiarism.
Plagiarism is a form of cheating. Any time a student uses someone else's work and does
not give that person credit, it is plagiarism. Anyone who plagiarizes will receive an “F” on
the assignment. If this is repeated, the student will fail the course and can be expelled
from the college. If you are "suspected" of plagiarism, you will bear the burden of proof.
You must be able to present rough drafts or related materials and discuss the topic
intelligently.
Classroom Conduct:
Successful students conduct themselves in a professional manner because college is a
professional environment; it’s just like a job.
Successful students are ready to start class at the appropriate time and have their
notebooks open and their pens ready to take notes because diligently taking notes and
being attentive during class shows a professor that the student is a serious student who
wants to learn and because most students need to move the material from the ears and
eyes through their brain and hand in order to absorb it more effectively. Notes also
provide a reminder of what was discussed and can serve to flag material that is unclear
to you. If you get home, reread your notes, and can't remember or understand what you
wrote, ask about it at the next class meeting, via e-mail, or during office hours.
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Successful students ask questions about anything in class they do not understand, but
they do not engage in side conversations and whispering because this is disruptive and
distracting to others around them. Many students have made huge personal sacrifices to
come to college; don't disrupt their class. I may ask students who are engaging in side
conversations to leave the class if they persist in annoying those around them.
Successful students are attentive during class; they do not doze off, do homework for
other classes, organize their bags or purses, or compose letters to friends. They are also
aware of those around them and are sensitive to what might offend, so they don’t engage
in personal relationships during class, and they choose language that will not be
considered offensive.
Also, please turn off all beepers, cell phones, and watch alarms that make noise
before coming into class; they are a serious distraction in college classes and cannot be
tolerated. Please instruct relatives or friends to call campus security in case of an
emergency. Security will look up the class in the system and then send someone to the
class.
Online Courtesy Policy:
Extreme consideration for the feelings of others is expected. People can’t see you smile
and won’t know that you are joking. Do not tell people they are stupid or wrong. Do
explain why you believe differently. If someone has the facts wrong, direct them to the
source of accurate information or politely offer your alternative "facts." Use of profanity or
direct insults which defame a person's character, race, ethnicity, religion, etc. are
inappropriate and will not be tolerated. Such abuses will result in expulsion from the
course after one warning.
Special Needs:
If you have a physical, psychiatric/emotional, medical, or learning disability that may
impact your ability to carry out assigned course work, I urge you to contact the staff in
Disabled Student Services, in Location ____, or call ___________ or ___________
(TDD). DSP&S will review your concerns and determine, with you, what
accommodations are necessary and appropriate. All information and documentation is
confidential.

Use of Classroom or Online Time:
Communicating in Class:
I encourage students to communicate with me and to work out difficult questions or
problems. I am always approachable, so please do not feel or assume that I am “too
busy” to talk with you. If I am too busy at that particular moment, I will tell you and offer
an alternative time. I may advise tutoring if you need extensive assistance. Let me know
if you are going to miss a class or if you are having trouble completing an assignment. I
am available during office hours and via voice mail and email.
Class Online Discussion Board:
You are required to actively participate on the class bulletin board. In the "Reflect and
Share" sections I have posed some important questions about __________. You will be
asked to directly respond to one of them and to respond to two other students'
responses. Please keep your comments on the discussion board focused on the topic. If
you wish to discuss another issue in a professional manner, you are encouraged to start
a new thread on that topic. I have created a section of the bulletin board for a bit social
interaction and community building. While you may discuss topics unrelated to the class

5

Syllabus: Course Name

Term:

in that section (and ONLY in that section), do keep your comments professional and
appropriate. Dating, romantic or sexual topics are NOT appropriate; keep it G rated.
Attendance:
ATTENDANCE IS EXPECTED, and you must be present and ON TIME for all class
sessions. If a student misses more than two class sessions, please be aware that on the
third absence, s/he may be dropped from the class; however, this is not a guarantee that
a person will be dropped—students are responsible for dropping themselves from the
class.
Students who choose not to continue the course are responsible for turning in a
drop card to the admissions office. Please do not assume that I have filed a drop card.
Failure to officially drop the course may result in an "F". If you miss work after the
deadline to drop and have an acceptable reason (like hospitalization), an "Incomplete"
would be more appropriate. When in doubt, communicate.

Technology Requirements:
This class has a required online component:
The web address and access code are __________. Computers with online access are
available in the ____________, if you do not have access at home. Each student is also
required to have an email account, and it must be checked regularly; email is available
free of charge (see me for details).
Students are required to use the web site:
All email must contain the student’s name in the subject heading. Please remember
that this is a professional site, so we must conduct ourselves accordingly. Please do not
misuse the Internet or email. School policies are available in the Library and
Learning/Writing Center. Students are responsible for knowing and adhering to these
policies. Finally, please do not forward messages to me or other students.

The following are the online course components:
Online Announcements: These are updated as often as necessary and are used to
remind students of assignments, to share new information, and to share ideas or
suggestions. I will also post links to the most recent quizzes here.
Course Documents and Assignments: These sections contain most of the materials
needed for the course; this includes lecture notes, handouts, assignment sheets, copies
of the syllabus, and quizzes. Students are responsible for downloading all material
needed for class in a timely manner.
Discussion Board: For each lesson you will be asked to make one long post or two
response posts. You are welcome to make additional response posts, but I will only
grade one long post and two reply posts per lesson. Because there are no time or space
constraints, I expect your postings to be both well reasoned and well written. Try and
make your position as clear as possible. Do not simply state your conclusions. Build
strong arguments. It is good practice for the future! Your typos and very minor grammar
errors are forgiven in advance. No attempt will be made to grade that aspect of your
posting.
Communication: This section allows students to e-mail the instructor or other students
and to work in groups online.
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External Links: This section links the site to online libraries at the local colleges and
universities, to online tutoring, which may be used towards the tutoring requirement, to
grammar helps, and to auxiliary links for the textbooks; a variety of other sources are also
linked.

Grading:
This course is graded on the following scale:
A = 1000 - 900 points or 90%
B = 899 - 800 points or 80-89%;
C = 799 - 700 points or 70-79%;
D = 699 - 600 points or 60-69%
F= 599 - 0 or 59% or lower
Grades will be based on the following percentages:
Essay # 1, 2, & midterm revision = 100 points each for a total of 300
Essay 3 & 4 = 150 points for a total of 300
Essay 5 = 200 points
Total for essays = 800 points or 80%
Online Work, Tutoring, and Participation = 50 points or 5%
Quizzes and Exams = 50 points or 5%
Group Presentation and Final= 100 points or 10%

A comment on grading philosophy:
A common misperception in college is that the process of putting grades on papers is
purely subjective; teachers arbitrarily assign a grade to a paper depending on their
particular preferences, opinions, moods, and what they want to hear. However, this is not
an accurate perception.
Grading criteria are regularly discussed by faculty. The standards applied to college
courses reflect these discussions and the conclusions reached through them. I use these
criteria (as reflected in the rubric). Remember that the teacher’s job is a bit more
objective than you may have previously thought. While we realize the effort writers have
put into an essay, our job is ultimately to examine the written product and measure its
success according to the criteria or rubric.
What you can expect from my comments on the online discussion board:
Given the significant number of student posts, I will usually comment to the group as a
whole about their response to the question. I may interject comments during the week in
order to help steer the discussion. I may point out posts that are particularly good in
some respect and provide a model for others. I will forward individual comments via
private e-mail when it is clear that a significant misunderstanding of the concept has
occurred or where we believe the individual needs additional assistance to be successful
in subsequent lessons.
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Score

Content Included

Style

20

The post shows extensive use
of the readings, lessons,
webquests, or relevant research
materials. Sound analysis of the
materials is employed. If
requested, a clearly explained
and defended opinion is offered.

18

The post shows use of the
The post is clearly written.
readings, lessons, webquests,
or relevant research materials.
Sound analysis of the materials
is employed. If requested, an
opinion is offered and defended.

16

The post illustrates that its
The post is clearly written.
author has read the readings,
lessons and/or relevant
webquests. Analysis of the
materials is employed. If
requested, an opinion is offered
and defended.

14

The post illustrates that its
The post is clearly written.
author has read some of the
readings, lessons and/or
relevant webquests, even
though these materials may not
be referred to in the post. Some
analysis of the materials is
employed. If requested, an
opinion is offered.

12

Only two of the following are
included: 1) use of readings,
etc. 2) analysis, 3) opinion

The post has some clarity flaws but
it is still possible to comprehend
what the author intends.

10

Only one of following is
included: 1) use of readings,
etc. 2) analysis, 3) opinion

The post has some clarity flaws but
it is still possible to comprehend
what the author intends.

8

A very brief but factually correct The post may have many style
and relevant statement is made. flaws.

4

A very brief and not necessary
accurate comment is made.

The post is clearly written, and
contains few grammar or spelling
errors that would serve to
undermine the clarity of the post.

The post has many style flaws.

For more on Grading Rubrics See Lesson 7 of 4faculty.org
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Keep records of all work (including test scores) at least until you have received your grade from
the admissions office following completion of the course. If you believe an error exists,
communicate no later than ten days after the start of the next session / semester.

Your Professor:
For those who may be interested in my professional and civic involvements and
accomplishments I have prepared a web page located at http://www._______.edu. If
you would like to read any of the articles I have published, please let me know and I will
make a copy available to you. Should you have questions about the colleges I attended,
or the civic or professional organizations in which I participate, please feel free to ask in
class or during office hours.
What to expect from me outside the classroom:
In order to meet all of my professional obligations, I plan my schedule carefully. While I
might wish to be available for your questions 24/7, that is simply not possible. Please be
advised that I regularly check my phone and e-mail messages on ____________between
___________ PM. This means that if you leave a message at ____________ it will most
likely not be returned before ____________.
What you can expect when you submit papers or projects for grading:
I make every effort to return papers and projects within one week. Occasionally, other
professional obligations make this impossible. I will advise you of this when the work is
submitted and let you know when you can anticipate return. I make comments in the
margins of written work. Should these comments be insufficient for you to understand
your grade, please make an appointment to discuss the paper. If you cannot read my
handwriting, please ask about that.
Questions about course content, related issues, grading, study habits, and so forth are
welcome. Every reasonable effort will be made to assist in a student's success,
especially when that need is expressly communicated.
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