Syllabus Template
Save a copy of this document, giving it whatever name makes sense to you.  Add information by simply writing or copying text over the existing text in each field. Sample language is included in various places throughout this document. You may choose to keep it, delete it, or use it as a foundation for developing your own ideas. You can import the final document to your class or instructional webpage.

Please refer to the accompanying document, “Suggested Guidelines for Developing a Class Syllabus/Outline: A Best Practices Document”, for further information and a detailed list of suggestions relevant to each section.

Basic Information
This section includes specific information about the class and contact information about the instructor
	Course Number
	Course Section
	Course Title

	Credit Hours
	Prerequisites

	Semester

	Time
	Days

	Location

	Instructor Name

	Office Location

	Office Hours

	Office Phone Number(s)

	Email Address

	Website

	Grade Book

Forum

Other

	Unique Characteristics (ITV, Blended, Lab Requirements, etc). Include all relevant information.

	


Class Description

This section includes a statement from the instructor to the students about the purpose, objectives, and nature of the class, in narrative form. It describes, in as much detail as possible, what the class is about.

	Class Description –An introductory narrative explaining the class. Elaborate on the official course description and include information that distinguishes it from other sections being offered. Why does the class exist? Think in terms of communicating the purpose of the class, sharing with students the types of things that will be explored, investigated, and why. 

	Class Objectives –What types of knowledge, skills, and learning goals will be acquired/accomplished?  What are the general expectations of student performance and participation? 

	


Materials and Resources

This section includes information about the resources required for the successful completion of the class. The instructor should identify what is required for the class, where it is located, and how it may be accessed. This applies to textbook rentals and purchases, as well as online resources, equipment, and auxiliary materials.     
	Material
	Location

	Required Readings
	

	Recommended Readings
	

	Related Resources
	


Expectations and Policies
This section includes specific information about policies relevant to the class and indicates the expectations or requirements of the students associated with them. 
	Attendance 
· It is advisable to inform students that there are consequences associated with class absence.  Specific information about the relationship between attendance and participation, assignments, and exams in the class for which the syllabus is created should be included in this section.  Faculty-specific policies regarding make-up work, point deductions for late work, and the like, should be articulated here as well. 

· You may also include the following section of the official University attendance policy, located at http://www.semo.edu/bulletin/pdf/2008Bulletin.pdf, p. 17:
Students are expected to attend all classes and to complete all assignments for courses in which they are enrolled. An absence does not relieve the student of the responsibility to complete all assignments. If an absence is associated with a university-sanctioned activity, the instructor will provide an opportunity for assignment make-up. However, it is the instructor’s decision to provide, or not to provide, make-up work related to absences for any other reason.  

A student not present for class during the entire initial week of a scheduled course may be removed

from the course roster unless the student notifies the instructor by the end of the first week of an intention to attend the class. Questions regarding the removal process should be directed to the Registrar. 

Attendance is required at all class meetings of developmental courses. (See Developmental Courses.)

	Academic Honesty
· Faculty are encouraged to include a statement about academic honesty, noting what it involves, why it matters, and what the possible penalties for violations include.
· You may include the following section of the official University academic honesty policy, located at http://www.semo.edu/bulletin/pdf/2008Bulletin.pdf, pp. 18-21:

Academic honesty is one of the most important qualities influencing the character and vitality of an

educational institution. Academic misconduct or dishonesty is inconsistent with membership in an academic community and cannot be accepted. Violations of academic honesty represent a serious breach of discipline and may be considered grounds for disciplinary action, including dismissal from the University. Academic dishonesty is defined to include those acts which would deceive, cheat, or defraud so as to promote or enhance one’s scholastic record. Knowingly or actively assisting any person in the commission of an above-mentioned act is also academic dishonesty. Students are responsible for upholding the principles of academic honesty in accordance with the “University Statement of Student Rights” found in the STUDENT HANDBOOK. The University requires that all assignments submitted to faculty members by students be the work of the individual student submitting the work. An exception would be group projects assigned by the instructor. In this situation, the work must be that of the group. Academic dishonesty includes:

Plagiarism. In speaking or writing, plagiarism is the act of passing someone else’s work off as one’s own. In addition, plagiarism is defined as using the essential style and manner of expression of a source as if it were one’s own. If there is any doubt, the student should consult his/her instructor or any manual of term paper or report writing. Violations of academic honesty include:

1. Presenting the exact words of a source without quotation marks;

2. Using another student’s computer source code or algorithm or copying a laboratory report; or

3. Presenting information, judgments, ideas, or facts summarized from a source without giving credit.

Cheating. Cheating includes using or relying on the work of someone else in an inappropriate manner.

It includes, but is not limited to, those activities where a student:

1. Obtains or attempts to obtain unauthorized knowledge of an examination’s contents prior to the time of that examination.

2. Copies another student’s work or intentionally allows others to copy assignments, examinations,

source codes or designs;

3. Works in a group when she/he has been told to work individually;

4. Uses unauthorized reference material during an examination; or

5. Have someone else take an examination or takes the examination for another

	Civility 
· Faculty are encouraged to include a statement about creating and maintaining a climate of mutual respect, as well as a specific statement about harassment.  Practical examples of civility –of what constitutes acceptable and unacceptable conduct—should be included in the syllabus.

· The Southeast Missouri State University Office of Student Conduct website, located at http://www6.semo.edu/stuconduct/, includes a “Faculty Resource Guide” that directs readers to a Common Sense and Civility in the Classroom document.  Suggested language from that document includes the following: 
Every student at Southeast is obligated at all times to assume responsibility for his/her actions, to respect constituted authority, to be truthful, and to respect the rights of others, as to respect private and public property.  In their academic activities, students are expected to maintain high standards of honesty and integrity and abide by the University’s Policy on Academic Honesty.  Alleged violations of the Code of Student Conduct are adjudicated in accordance with the established procedures of the judicial system.    

	Disabilities
· The Office of Learning Assistance Programs and Disability Support Services, located at http://www6.semo.edu/lapdss/, provides specific information about how to address disabilities brought to the attention of the instructor.  The LAP/DSS office suggests that faculty include the following statement in their syllabi:

Southeast Missouri State University and Disability Support Services remain committed to making every reasonable educational accommodation for students with disabilities. Many services and accommodations which aid a student’s educational experience are available for students with various types of disabilities. It is the student’s responsibility to contact Disability Support Services to become registered as a student with a disability in order to have accommodations implemented. Accommodations are implemented on a case by case basis. For more information visit the following site: www.semo.edu/lapdss or contact Disability Support Services at 573-651-2273

	Technology
· Students should be informed of any expectations, requirements, and policies relating to the use of technology in the class and for assignments, exams, and participation. 

· For example, if a professor is using DropBox for assignment submission or an online grade book for a given class, then specific instructions about access and usage should be provided.

· Specific information/rules regarding the use of cell phones, portable technology, and recording devices should also be included in this section.

	Writing Effectively
· A common objective across the curriculum is the students’ ability to write effectively. Faculty may wish to include a link to the Center for Writing Excellence, located at http://ustudies.semo.edu/writing.

· With regard to writing assistance, faculty may wish to include a direct link to the Center for Writing Excellence’s Online Writing Lab (OWL), located at: http://ustudies.semo.edu/writing/owl.asp.




Class Outline 
This section includes information on specific assignments, due-dates, topic coverage, and related class activities.  The instructor should be as thorough and precise as possible in the delineation of class time and work.  Please refer to the corresponding suggested Guidelines for Developing a Class Syllabus: A Best Practices Document, located at http://cstl.semo.edu, for additional information and useful suggestions. 
	DATE
	TOPIC

	ASSIGNMENT

 
	DEADLINE/DUE DATE

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Grading 
This section includes information about the calculation of grades. As with the Class Outline, the instructor is encouraged to be as thorough and precise as possible in explaining how student work will be assessed and how grades will be awarded.
	Grading policies

	Grading scale

	Percentage/point allocation per assignment

	Rubric(s) if applicable

	Expected turnaround/feedback from instructor 
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