Instructions for filling out this template: 

Insert text following instructions in italics, then delete the italized directions.  This template includes mandated text and optional recommended text (as noted).
Syllabus

Course number, title, section (if applicable), semester & year
Days and times taught & location of class
Professor's name, office number
Contact information: Professor’s contact information: including office phone and email address here
Office hours and days: 

Include a statement if additional time is available by appointment.

If you will announce your office hours to the class as soon as regular times are established or if your schedule contains too many TBA activities to make scheduling office hours possible prior to the first class meeting, keep the following text.  If not, delete it: Office hours will be announced to the class as soon as times are established.  When announced, students should write this information in the space provided here.

Course description: Copy the description of the course from the University Catalog, augmented by your description of how your particular course addresses/expands on the general description.
Course Objectives for Major: If this course serves your major, identify course goals, objectives and learning outcomes specific to the major (see college website for pdf file of model language for goals, objectives and learning outcomes).  Delete if not applicable.
The format of this course is description of the format of the course – lecture, lab, activity, discussion, etc.
Pre- and co-requisites
If relevant, the minimum grade needed for this course to count towards the major.
Required and recommended texts, readers, or other reading materials for this course include: Required and recommended texts, readers, or other reading materials.
Other necessary equipment/materials/fees: Other necessary equipment/materials/fees.  Delete if not applicable.
This course explicitly contributes to students’ acquisition of skills and knowledge relevant to HSU Learning Outcomes:

Every department has mapped the seven HSU Learning Outcomes to their courses.  In relation to this particular course, any HSU learning outcomes that received a score of a “2” or a “3” should be listed here.  The HSU outcomes are listed below:

HSU graduates will have demonstrated:

1. Effective communication through written and oral modes.
2. Critical and creative thinking skills in acquiring a broad base of knowledge and applying it to complex issues.
3. Competence in a major area of study.
4. Appreciation for and understanding of an expanded world perspective by engaging respectfully with a diverse range of individuals, communities, and viewpoints.
HSU graduates will be prepared to:

5. Succeed in their chosen careers.
6. Take responsibility for identifying personal goals and practicing lifelong learning.
7. Pursue social justice, promote environmental responsibility, and improve economic conditions in their workplaces and communities.
Course Objectives for DCG:
 If course is certified as DCG, insert a narrative describing how the course fulfills DCG objectives.  Delete if not applicable.

Course Requirements: 
Papers, projects, exams, quizzes, homework, laboratory work, fieldwork, fieldtrips, class participation, etc.
Optional, but highly recommended: discuss how course assignments are related to major learning outcomes.  Students appreciate a clear explanation.
Statement about the expected time that students will need to spend studying/doing coursework outside of class.  (Typically this would be two hours of time outside class for every hour of lecture/seminar.)
Grading information: A statement of how you will determine the letter grades for the course, including +/- grades if you use them. Extra credit options, if available. List of the percentage weight assigned to various class assignments. Policies on late or missed work, including exams. Policies on attendance, tardiness, and class participation, including an explicit statement of terms and/or penalties which pertain to student participation in co- and extracurricular activities.
Academic honesty: Students are responsible for knowing policy regarding academic honesty.  For more information, visit: Academic Honesty Policy or HSU Catalog (retain this text)

Students with Disabilities: Persons who wish to request disability-related accommodations should contact the Student Disability Resource Center in the Learning Commons, Lower Library, 826-4678 (voice) or 826-5392 (TDD). Some accommodations may take up to several weeks to arrange. http://www.humboldt.edu/disability/ (retain this text)

Add/Drop policy: Students are responsible for knowing the University policy, procedures, and schedule for dropping or adding classes.  Schedule Adjustments (Adding or Dropping) (retain this text)
Emergency evacuation: Please review the evacuation plan for the classroom (posted on the orange signs) , and review Campus Emergency Preparedness http://studentaffairs.humboldt.edu/emergencyops/campus_emergency_preparedness.php for information on campus Emergency Procedures.  During an emergency, information can be found campus conditions at:  826-INFO or Emergency Conditions (retain this text)

Attendance and disruptive behavior: Students are responsible for knowing policy regarding attendance and disruptive behavior: Class Attendance and Disruptive Behavior (retain this text)

Course calendar: Include assignment due dates, exam dates, and date of final exam.
The following information is for your consideration--it is your decision about whether to incorporate any or all of these suggestions into your syllabus.

Additional Suggestions/Best Practices

For clarity and completeness of syllabi, faculty may consider adding some or all of the following elements garnered from samples of faculty syllabi from across all Colleges at HSU.  

1) With regard to the course calendar, faculty may want to include a “subject to change with fair notice” statement.
2) With regard to grading information, faculty should note that for almost all courses, multiple graded components are expected.

3) For courses that include group work, grading information might include information specifically about how group work will be graded.  
4) A statement about circumstances and procedures leading to a grade of “Incomplete” may be included. 

5) Include a section on “tips for success and classroom conduct” that might include information/commentary on:  

• recommendations for study groups

• how to access tutorial help

• how much time students should expect to study or do homework (e.g., “If you are a full-time 

  student, you will need to complete a minimum of 15 units each semester in order to graduate in 

  four years.  You should expect to study/read/do homework for an average of 30 hours each 

  week, or a number of hours roughly double the number of units you are taking.)

• classroom conduct

Reminder:  The syllabus is an agreement to provide certain classroom experiences to students.  While it may be changed as the semester develops, any changes must be communicated to the students appropriately in advance, preferably in writing.  Changes to the syllabus are not allowed after the semester ends.
Creating an Accessible Syllabus:

In order to make this syllabus accessible to individuals with disabilities, you will need to format your final document using accessible styles and formatting features. Those comfortable with using the style menu in Microsoft Word may be able to create accessible documents by following the Accessibility Institute’s online training materials, consisting of handouts from training workshops, an exemplar of an accessible syllabus, and a checklist for creating accessible documents (available at http://www.humboldt.edu/~ati/training.html).  Those faculty needing more assistance may sign up for a workshop sponsored by the Office of Faculty Development (contact Tasha Souza, tjs16@humboldt.edu for information on workshops).

The Senate Resolution on Superseding the Existing Policy on Content of Syllabi
#06-07/08-EP states: “Faculty are encouraged to  post syllabi online in a format that is accessible to individuals with disabilities;  as of Fall of 2012, all faculty will be required to provide all syllabi and other class materials in a format that is accessible to individuals with disabilities.  Assistance in learning how to create accessible documents is available through the Accessible Technology Initiative website.”  The Accessible Technology Initiative mandates that all new course syllabi must be accessible to individuals with disabilities by Fall 2008.  

