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Syllabus for XXX: Course Title


Online Course Syllabus Template 

TEMPLATE
This template is designed for online instructors and is adapted from Gin et al.'s (2020) Accessible Syllabus Template and Dang’s QM Canvas Course Template in Canvas Commons. It incorporates important elements from Quality Matters guidelines to offer students a clear and proactive roadmap for successful online learning. Each element has been proven beneficial for both diverse learners and inclusive instructors.
ITLE’s Teaching and Learning Department also provides a Course Template with an embedded Online Course Syllabus that can be edited and adapted just like this shareable template. To learn more about incorporating the Online Syllabus into the Course Template, follow this link: 
Link to Importing Online Course Template with Online Syllabus

EDITING INSTRUCTIONS
· Instructors should look for yellow highlights and other tips to customize the syllabus for specific contexts, then delete the tips and unused sample text. 
· The syllabus is divided into distinct sections that can be rearranged, removed, or modified to suit your course and teaching style. 

APPLICATION
Once updates are made, instructors should create a printable PDF and a link to the digital PDF file in Canvas. Ensure all hyperlinks in the PDF are user-friendly. Providing digital access to the syllabus enhances its “searchability,” allowing students to reference it throughout the term. Additionally, introducing the syllabus at the beginning of the semester through a group activity or low-stakes quiz can help establish it as an essential tool rather than a mere formality.
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	XXX: Title 
Class Number: 
Credit Hours: 
Semester & Year (Start Date – End Date)
Course Day, Time, Location
Final Exam Day, Time, Location
Pre-requisite(s): 
Co-requisite(s): 

	[bookmark: _heading=h.gjdgxs]Instructor 
Name:	(include how student should address you)
Email: 
Phone: 
Office: 
Office Hours: (include process for scheduling appointments outside regular office hours)
Tips: This could also be called “Student Hours” to emphasize that this time is student-centered.
	Teaching Assistant (TA) (Delete column if no TA)
Name:	(include how student should address you)
Email: 
Phone: 
Office: 
Office Hours: (include process for scheduling appointments outside regular office hours)
Tips: This could also be called “Student Hours” to emphasize that this time is student-centered.

	Communicating with the Instructor
Fill-in information about best way for students to communicate with you and any TAs if they have questions or need assistance and delete the tips and example below.
Tips: Use this as a place to encourage students to utilize instructors and TAs as a resource for succeeding in this course.
Example: 
Please don’t hesitate to contact me at any time - I am here to help! I try to respond to emails as quickly as possible, but also feel free to come see me during office hours or schedule a face-to-face meeting, even if you don’t have any specific questions.


	Syllabus Disclaimer
All syllabi are subject to minor changes to meet the needs of the instructor, school, or class. Every effort will be made to avoid changing the course schedule, but the possibility exists that unforeseen events will make syllabus changes necessary. Students will be notified in a timely manner of any syllabus changes. Please check your OSU email and the Announcements on the course site often.






Course Description
Fill-in the course description and delete the tips and example below.
Tips: Include a brief, yet informative description that explains what the course will cover. This is the first section students will read, so keep the tone positive and enthusiastic.
Example:
Welcome to the COURSE NAME at Oklahoma State University! This course is the second integrated two-semester series designed to provide students with a rigorous and in-depth understanding of biological concepts and principles. BIO 182 is “big” biology in that we’ll tackle the large-scale processes that drive evolution, organismal diversity, and the interactions of these organisms with each other and their environments, compared to the first course in the series, BIO 181, which addresses the “small” biology concepts of biological chemistry and how it pertains to the molecular and cellular bases of life.

Learning Outcomes
Fill-in the learning outcomes and delete the tips and example below. 
Tips: This section communicates to students the course's relevance to other courses, potential careers, and additional real-world connections.
Example:
After successfully completing this course, you will:
· Understand the major themes and concepts that underlie cellular biology (such as genetics, molecular interactions and basic biochemistry, reaction energetics, cellular respiration, and photosynthesis) and evolution (such as natural selection population genetics, and speciation).
· Be prepared to confidently advance to higher-level science courses.
· Have the skills to think critically to solve novel problems, not just in the classroom but in future research and career endeavors.
 
[bookmark: _heading=h.30j0zll]Course Textbook, Materials, Technology Requirements
Fill-in required and optional materials and technology resources and delete the tips and example below.
Tips: Be clear about which textbooks, materials, and technologies must be purchased and which will be provided. This is also a good place to list additional resources that students may find useful. Consider what technology support should be provided to ensure access to the online materials before the course launch. Link OSU’s Technical Skills and Requirements page in your module. 
Required Textbook:
Other Required Materials:

Recommended Materials (optional):

Example:
The required textbook we will use is Human Anatomy and Physiology by Marieb, E. & Hoehn, K. Any new or used edition from within the past 5-7 years will provide the necessary information for this course. Optionally, you may also find the Marieb, E. Anatomy & Physiology coloring book to be useful, as well as apps and flashcards for practicing the parts of the body. 

Please read the Technical Skills and Requirements to understand the Minimum Hardware and Software needed for this online/hybrid/face-to-face course.

Course Overview
Fill-in the overview and delete the example below. 
Example: 
This class is being taught fully online/hybrid/face-to-face. This is not a self-paced class. You will first need to learn how to use Canvas, the LMS - learning management system for this course, to find materials, take quizzes and exams, and submit completed works electronically. If you have difficulties using Canvas, use the Student Canvas Videos and complete the Passport to Canvas learning modules. You should do your work in this course with a high priority and complete reading assignments, group discussions, and exams on time. Any delay or neglect of class assignments will affect your course performance and course grade.

Course Requirements
Fill-in the requirements and delete the tips and examples below. 
· Papers, projects, exams, quizzes, homework, laboratory work, fieldwork, field trips, class participation, etc.
· Faculty may want to include a statement about the expected time that students will need to spend studying/doing coursework outside of class
· Include specific information regarding academic integrity relevant to your course, as well as information about whether collaboration is allowed and in what form
List weekly or regular assignments here: (samples below)
· You are expected to take a weekly quiz….
· All students are expected to read the assigned chapters each week. Please review each week’s objectives before you read the assignments.
· Teamwork? List here...
· The number of activities will vary, but you can expect about 4-5 each week.
· Additional participation is encouraged and will enhance your understanding of the material. You should expect to contribute substantive and relevant posts frequently to the discussion area for each topic for the best learning experience. Postings must demonstrate your comprehension of the week’s concepts...
Course Policies
Fill-in the policies and delete the tips and examples below. 
Example: 
This course is offered online, over the Internet, using the University's Canvas LMS. This allows you to access the course materials from a computer with any standard web browser installed. One of the exciting advantages of online learning is that you can plan your class time to fit your schedule. However, balancing this flexibility with your new responsibility for scheduling your own learning is important. 
Tip: You may want to include policies from your department, such as a link to the Student Handbook.

Course Expectations
Fill-in key information about course delivery and proper classroom etiquette and delete the tips and example below.
Tips: Share how the course will be delivered and expectations for participation. Include rules for classroom conduct while maintaining a positive tone and explaining the reasoning behind the rules.
Expectations of the Student
Example: 
1. Log into the course daily. Come to class.
2. Set your Canvas notifications to be sure you receive all important communication for this course.
3. Add your preferred email address to your Canvas settings to be sure you receive email notifications.
4. Expect to spend about _______ hours per week working on this course.
5. Prepare to the best of your ability for every aspect of this course.
6. Avoid cheating yourself with the opportunity to learn how to write your own thoughts; don't plagiarize. Be sure to give credit where credit is due and cite your sources or use footnotes or endnotes.
7. Learning through collaboration (defined as working with or receiving assistance from another) is an effective tool used in this class and in your future employment. When I expect you to collaborate, I'll make it very clear in the assignment instructions. All other work in this class is to be done independently.
8. All examinations will be done online. You are required to take these tests independently. It is considered cheating if you get assistance from anyone else either in the class or elsewhere. Cheating is not tolerated. If you are found to be cheating, you will be dealt with as university policy stipulates.
9. If you haven't already, read the Academic Honesty Policy and Procedures to make sure you understand the consequences associated with violating the code.
10. You must be able to create and upload PDF-formatted documents. Unless you are filling out an online form document or have been explicitly instructed to create a different file format, all assignments will be submitted as PDF documents. Read the Creating PDFs document for instructions.
· External tools we will be using in this class: (samples below)
· YouTube
· One Drive (doc, presentation, etc.)
· Microsoft Word
· Who will have access to student content:
· Instructors and students enrolled in this course will have access to shared student-generated content tied to the requirements of the specific assignment.
· Which tools require account creation:
· YouTube 
· One Drive - comes with your Office 365 account
Expectations of the Instructor
If we all live up to our academic responsibilities, this course will be meaningful for all who participate. Please feel free to discuss these points with me at any time during the course this semester.
1. I will prepare and review course materials to be as current and accurate as possible.
2. I will be available to answer questions or issues that may arise for you during this course. 
3. Expect a 24-hour turnaround time for response to emails.
4. I will try to the best of my ability to prepare you for the exams and other assessments in this course.
5. I will utilize fair and honest evaluation techniques for each assignment required for this course.
6. To the best of my ability, make this a valid and worthwhile learning experience.
7. I will do my best to address the needs of diverse learning styles in this course.
8. I will only share your student information per FERPA guidelines.



RSI
Tips: Regular and Substantive Interaction (RSI) is a federal regulation for online distance courses. It is a crucial component of online education that ensures a meaningful and engaging learning experience. Adding a sample statement like the one below will help create a record of your efforts to meet RSI and prepare students for your expectations for participation and interaction. Learn more here.
Example:
Regular and Substantive Interaction (RSI) in this course is achieved through various activities: 
· Weekly discussion boards (initial post by Wednesday, responses by Friday) 
· Bi-weekly synchronous sessions (Tuesdays, 8-9 PM EST) 
· Monthly one-on-one progress meetings (scheduled individually)
· Instructor feedback on assignments (within 5 days of submission) 
· Email responses (within 48 hours) Instructor will proactively contact students who fall behind in coursework or show signs of disengagement.
Technical Assistance
Example:
It is crucial to seek help when you can’t access Canvas, or you have difficulty with your computer settings or browser:
· For technical assistance and LMS support, contact the IT Help Desk.
· Please see the LMS Student Guides here to learn more about specific Canvas functions: Canvas Student Guide
Special notes: Browsers and Mobile Devices
1. The Canvas app: Available for iOS or Android: Canvas Mobile Guides
2. Firefox is the recommended browser for accessing Canvas. If you have problems opening some content, first try another browser. If you are using a mobile device, try accessing the content on a computer.
3. If Flash-based content is used in this course, it won't display on Mobile devices, especially iOS devices.
4. External URLs: To open certain URLs (http vs https) you may be prompted to click on the shield icon in your browser to “allow” access to the unsecured content. Simply click on the shield and click the “allow” button when asked.
5. Please note that some content may be blocked if you are using a campus computer, as Sac State computer labs do not allow opening certain types of unsecured content.

Providing an Online Safe Learning Environment
Fill-in information and resources regarding OSU’s policy on threatening and disruptive behavior and delete the tips and example below.
Tips: If appropriate, you may warn students that certain course content may be deemed offensive by some students and instructions for bringing any discretions to the instructor's attention.
Example:
At OSU, we believe all students deserve the opportunity to receive instruction in a respectful and welcoming environment. We value every student’s input during online class discussions, and we ask that you respect your peers and any potential differences in opinions that may arise during these discussions. Should a student violate this inclusive learning atmosphere, I reserve the right to report the incident and any violations of the Student Code of Conduct to the Office of Student Affairs. Furthermore, while I do not intend for any of the content presented in this class to be offensive, sometimes science can be messy, and some students might find certain aspects unsettling. If you find any course content offensive, please bring it to my attention as soon as possible.

To preserve the safety of all students and faculty here at OSU, threatening or violent behavior anywhere on campus will be handled immediately using the Student Support and Conduct Reporting Options.  

Attendance and Absences
Fill-in any policies you have on attendance and absences and delete the tips and examples below.
Tips: Define the difference between excused and unexcused absences. Be clear about how and when students should contact you about absences, but also open yourself for communication regarding reasons for absences and determining if they’re excused/unexcused. 
Example:
Attendance and Participation Policy
Active participation is crucial for your success in this online course. Regular engagement with course materials and activities is expected and required.
Definition of Attendance
In this online environment, attendance is defined by your active participation in academic-related activities. Simply logging into the course website is not considered attendance. The following are indicators of your participation: 
· Submission of assignments
· Completion of quizzes or exams
· Engagement in online discussions
· Participation in group projects or study sessions
· Communication with the instructor about course content
Expectations
You are expected to participate in at least one academic activity each week.
Each week of unexcused absence (failure to participate in any academic activity) will result in a 0.5% reduction in your overall course grade.
For example:
· One week of unexcused absence: 0.5% grade reduction
· Two weeks of unexcused absence: 1% grade reduction
· Three weeks of unexcused absence: 1.5% grade reduction
Prolonged absence from course activities may affect your status in the course and could result in administrative withdrawal. If you anticipate being unable to participate for an extended period, please contact the instructor promptly to discuss your options and the possibility of excused absences.
Excused Absences
Absences may be excused at the instructor's discretion in cases of illness, family emergencies, or other extenuating circumstances. To request an excused absence, contact the instructor as soon as possible with an explanation and any supporting documentation. Excused absences will not incur the 0.5% grade reduction penalty.

[bookmark: _heading=h.iw4haqdejor6]Diversity and Inclusion
Fill-in your own viewpoint about diversity and inclusion and its importance in the classroom and to the university and delete the tips and example below.
Tips: Be sure to sound sincere in this section as this shows students you personally value diversity.
Example: 
With a diverse student population here at OSU, we value every student’s unique identity. Our goal as instructors is to ensure all students feel like welcomed members of the OSU community. Additionally, we strive to provide a supportive environment and the essential tools to foster student success, both inside and outside the classroom. 

If you go by a name other than what is on the class roster or displayed on Canvas, please let me know so I can correct my roster and assist you with correcting Canvas. Additional information on how to make name corrections in other university systems is also provided through the Office of the Registrar.   
[bookmark: _heading=h.1fob9te]
Accommodating Student Success
Fill-in information on how students can be successful in the course and delete the tips and example below.
Tips: Show an investment in helping students succeed.
Example:
Ideally, every student will successfully complete this course with a positive learning experience. Coming to all classes, completing the assignments and readings, and setting aside time to review the material early and often are your best keys to success in this course. Additionally, I am happy to answer any questions regarding the material, both inside and outside the classroom.

Accessible Learning
Fill-in information on the Student Support Services, how students with disabilities or other specific needs can receive classroom accommodations, and additional resources offered on campus that will help improve the student’s learning experience and delete the tips and examples below.
Tips: Maintain a positive tone to show students their accommodations are not an inconvenience. You can convey a sense of urgency in accommodations being brought to your attention but avoid an arbitrary deadline (i.e. must inform me by the first week of class) as this may not allow students with new or recently diagnosed disabilities the time necessary to go through proper channels for assistance.
[bookmark: _heading=h.3znysh7]Example:
[bookmark: _heading=h.2et92p0]We strongly believe that education should be accessible to as many students as possible. If there is anything we can do to help improve your learning experience, please let me know at your earliest convenience so we can make any necessary accommodations. Accommodation requests for this or any other course (ranging from extended test time to assisted note-taking and much more) can be made through Support Services Student or applying for Student Accessibility Services. Whether you have a documented physical, learning, or other disability, mental health concerns, an injury or chronic illness, are pregnant, or even just want to know what resources are available to you, call, email, or stop by the SSS, and they can help.

To be successful in this course, fully understanding and studying the topics is key. For supplementary help in learning course material, OSU LASSO Services offers free tutoring in various subjects. Depending on the course, they offer both online and in-person tutoring as well as small group tutoring on a drop-in basis.  The Writing Center also offers a dynamic, supportive learning environment for undergraduate and graduate students at any stage of the writing process. Whether it’s an English paper or a lab report, tutors from various majors help students hone their writing skills and gain confidence in their writing. 

Mental Health and Counseling Services
Fill-in information regarding student mental health and counseling services available and delete the tips and example below.
Tips: Providing resources for counseling services is helpful, but opening yourself as a point of contact for students struggling with mental health provides an even more inclusive approach.
Example:
As a student, like anyone else, you may experience a range of challenges that can interfere with learning, such as strained relationships, increased anxiety, substance use, feeling down, difficulty concentrating and/or lack of motivation or overall stress about this or other courses. If you feel comfortable, you may bring these concerns to my attention, and I will gladly listen confidentially and provide any assistance I can. Additionally, OSU Student Counseling Services provide counseling and crisis services for students. Any student may call or walk into any OSU counseling center for same-day or future appointments to discuss personal concerns. A crisis line is also available 24/7 for consultation by calling 405-744-5458.

Veterans, Military, and Military Family Members
Fill-in key information and resources for veteran and military students, as well as military family members, and delete the tips and example below.
Tips: OSU has a large population of veteran and military students, but they don’t always make this status known in the classroom, so including this section is beneficial in assisting these students.
Example:
I recognize many complexities come along with being a veteran or active military student. OSU provides support to its veterans, military, and military families through The Office of Student Veterans Success, but I am also here to help. Please let me know of any required training, calls to active duty, VA appointments, GI Bill provisions, or any other aspects of military life that may interfere with your performance in this class. I will do what I can to accommodate these factors and/or put you in contact with resources that can help.

Discrimination, Harassment, and Retaliation
Fill-in information and resources regarding OSU policy on harassment and discrimination and delete the tips and example below.
[bookmark: _heading=h.tyjcwt]Tips: While specific language may be a requirement (as represented by the black text in the example below), you can add an additional statement to convey your willingness to help.
Example:
Title IX is a federal law that provides that no person be excluded on the basis of sex from participation in, be denied benefits of, or be subjected to discrimination under any education program or activity.  Both Title IX and university policy make clear that sexual violence and harassment based on sex is prohibited.  An individual who believes they have been subjected to sexual violence or harassed on the basis of sex can seek support, including counseling and academic support, from the university.  If you or someone you know has been harassed on the basis of sex or sexually assaulted, you can find information and resources at 1 Is 2 Many. As a mandated reporter, I am obligated to report any information I become aware of regarding alleged acts of sexual discrimination, including sexual violence and dating violence.  OSU Counseling Services is available if you wish to discuss any concerns confidentially and privately.

[bookmark: _heading=h.3dy6vkm]Please do not hesitate to contact us or any faculty member you feel comfortable speaking with, as we will do anything to help. You can also contact the Office of Equal Opportunity at 405-744-5470 if you feel another student is harassing you based on any of the factors above or the Office of Equal Opportunity Services at 405-744-156 if you feel an OSU employee is harassing you based on any of the factors above. More information on OSU’s Prevention, Accountability, Resources and Support for OSU  policy is also available.

Grading, Assessments, and Assignments
Fill-in the grading scale, assessment/assignment descriptions, and how assignments will be submitted and delete the tips and examples below.
Tips:
Note which grading scale will be used. Instructors typically use one of the following:
· A, B, C, D, F Grades
· A, B, C, D, F Grades (using the +/- options)
· P (pass) / F (fail)
See additional information about Grading Options and Definitions.  
Example:
This course will be graded on an A-F plus/minus scale as outlined below.

	Points
	%
	Grade

	970 – 1,000
	97 – 100%
	A+

	930 – 969 
	93 – 96%
	A

	900 – 929 
	90 – 92%
	A-

	870 – 899 
	87 – 89%
	B+

	830 – 869 
	83 – 86%
	B

	800 – 829 
	80 – 82%
	B-

	770 – 799 
	77 – 79%
	C+

	700 – 769 
	70 – 76%
	C

	600 – 699 
	60 – 69%
	D

	0 – 599 
	59% or <
	F



Additional Tips:
Outline the weight each assessment activity has on the overall grade and share additional expectations and details for each type of assessment. 
Example:
	Assessment
	% of Grade

	Course Participation
	5%

	Assignments
	10%

	Quizzes
	15%

	Discussion Board Posts
	25%

	Individual Papers
	25%

	Team Project
	 20%

	Total
	100%



· Assessment Activity 1 (X%)
Fill-in a description of the activity, include the percentage of grade above.

· Assessment Activity 2 (X%)
Fill-in a description of the activity, include the percentage of grade above.

· Assessment Activity 3 (X%)
Fill-in a description of the activity, include the percentage of grade above.
[bookmark: _heading=h.1t3h5sf]
All assignments, unless otherwise announced, will be submitted to the designated area of Canvas. Please do not submit an assignment via email (unless asked to do so).

Late or Missed Assignments and Exams
Fill-in policies on submitting late work and missed quizzes/exams and delete the tips and example below.
Tips: Be clear about whether you accept late assignments and/or make-up quizzes/exams and if so, what conditions exist (e.g., Does the student need to reach out to you in advance? Will you dock points for each day it’s late? Do you allow for dropped quizzes/exams?).
Example:
I understand that sometimes life happens, and you may find yourself unable to make it to class on a day there’s a quiz or exam. To accommodate this, I will drop your two lowest quiz scores and your lowest exam score. However, this means there will not be make-up exams and quizzes except in the event of an excused absence that has been discussed with me beforehand. Late work will be accepted but will be docked 20% if turned in within 24 hours of the initial due date/time and an additional 10% for every subsequent day late.

Academic Integrity, Student Code of Conduct, AI Use Policy
Fill-in the policy on academic integrity and delete the tips and examples below.
Tips: While specific language may be a requirement (as is represented by the black text in the example below), instructors can also promote academic integrity in their course by reinforcing the policy throughout the semester, using Turnit-In, and designing their course in a way that helps prevent violations.
Example:
[bookmark: _heading=h.4d34og8]At OSU, we value academic integrity. Violating academic integrity comes in the form of cheating, copying others’ work, or even reusing your own work. Maintaining this integrity is not only key during your time as a student but sets the stage for a credible and successful career. If you’re not sure whether or not something is permitted, don’t hesitate to ask questions or utilize OSU’s Student Code of Conduct and Academic Integrity Policy to expand your own knowledge and understanding on the topic. To ensure you’re exercising academic integrity, please refrain from uploading any material to Canvas or discussion boards that is not your original work unless in compliance with all applicable copyright laws.

For more information, see http://academicintegrity.okstate.edu/

AI Use Policy
Students may access and use generative AI tools, such as ChatGPT, Copilot, or Gemini, to assist them in learning the course content. Appropriate uses may include generating ideas for writing assignments, checking facts of a phenomenon, and assessing a paper for grammatical errors written by the student. Such uses of the tool assist students in learning the content and will, therefore, be permitted. However, students are prohibited from using generative AI tools to completely produce, reproduce, and/or manufacture paper and/or other assignments without using any personal effort devoted to the learning process. Before using generative AI tools, students should ensure they do not conflict with copyright laws or other’s proprietary information.








Course Calendar
Fill-in the overview and delete the tips and example below. 
· Include assignment due dates, exam dates, and date of the final exam
· Faculty may want to include a “subject to change with fair notice” statement
· University Academic Calendar
Course Schedule (subject to change: see syllabus disclaimer)
Fill in with your weekly schedule, exam dates, campus holidays, and important university dates (i.e. withdrawal dates), etc. and delete the tips and example below.
Tips: Be sure to update all dates every semester – having old dates on a syllabus can be very confusing for a student. Consider having this printed/attached/uploaded as a separate document so it’s easier for students to keep it in a prominent place and reference it frequently.

Example:
	Module 
	Chapters/Topics
	Date(s) 
	Assignments Due

	Module 1
	Topic(s) 
	
	

	Module 2
	Topic(s)
	
	

	Exam
	
	
	

	Holiday – Campus Closed
	
	
	

	Module 3
	Topic(s)
	
	

	Last Day to Withdraw
	
	
	

	Module 4
	Topic(s)
	
	

	Exam
	
	
	

	Module 5
	Topic(s)
	
	



[bookmark: _heading=h.2s8eyo1]OSU’s Academic Calendar also contains additional important dates.
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