 Template for Syllabi for Traditional, Hybrid, and Online Courses at Thomas University
General Points for Syllabi Preparation:
· Use this format as a template.

· Use the format heading in your syllabi whenever possible.

· Rearrange and/or combine elements as necessary.

· Add additional material as needed.

· Items with a computer ([image: image19.png]


) require modification according to the delivery model – traditional, hybrid or online.
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                                   Thomas                     University 

Course/Credit Hours:    
Identify the course prefix, number, title, section, course credit hours, and delivery model (online, hybrid, traditional).

Prerequisite Courses/Requisite Grades:  
Identify courses students must have passed in order to take this course, if any exist. If a particular grade is required for entrance or continuance in a particular program, note that grade.

Instructor(s):  
Name(s).  Contact Information.  Emphasize your availability during office hours.
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 Identify best methods of communicating with the instructor(s) and parameters for the instructor(s)’ timely response.
Text:  

Author(s). Title of text. Xth ed. Publisher, date. (You may use any recognized citation format.)

Course Description:  

Provide the course description that corresponds to the one in the TU Catalog, then you may expand the description of the course, providing more detailed information.

Method of Instruction:  

Specify methods used to teach the course content: lecture, small/large group activities, field experience, cooperative learning groups, etc.
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Show evidence of class interaction (through discussion boards, groups, field experiences, etc.).
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Provide evidence of in-depth presentation of concepts/content (equivalent to traditional classroom lecture/presentation).
Learning Outcomes:  

Identify those major goals, aims or objectives, which your students should achieve as a result of taking this course.

[image: image5.jpg]


Provide evidence of a link between course content and learning outcomes.
Course Requirements:  

Describe your expectations for students in this course, i.e., quizzes, tests, exams, essays, research papers, projects, lab work, class participation, etc.
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 For hybrid courses: provide evidence that out-of-class activities are significantly rigorous to constitute a “second class period;” something more than the homework that would be expected in both a traditional and hybrid class.
Method of Evaluation/Assessment:  

Indicate the relative value for each component as it relates to the student’s final grade. Don’t simply repeat the university grading scale, but adhere to it. Specify criteria for these graded activities.
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Provide evidence that the student’s work will be assessed at regular intervals (rubrics, comments, etc.).
[image: image8.jpg]


Provide evidence that the instructor’s “voice” will guide the course content and student’s progress.
Thomas University Email Statement:

You must use your Thomas University E-mail Account.  You are responsible for keeping your mailbox clear so that you will receive communication for this course and other important university matters.  It is essential that you check your e-mail weekly; some courses will require you to check it daily.  To keep your mailbox clear, you should delete mail you no longer need, empty your Sent Items, your Deleted Items, and your Junk E-mail weekly.  Unread e-mail in your Inbox will be automatically purged after 30 days.  If you receive an e-mail message with an attachment, save the attachment to a local source (jump drive or personal computer, for example) and delete the e-mail.  Instructions for maintaining your E-mail Account, including forwarding TU email to another account, are available at http://www.thomau.edu/login.htm. 
Additional Resources:  
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Indicate availability of faculty or peer tutoring, learning lab materials, available in person or online.  Also include an appropriate bibliography or outside reading list.

Accommodations Statement:  

Include a statement summarizing the accommodations you can make to assure that course materials and experiences are accessible to all students.  
Recommended Statement:  All course materials, including this syllabus and other instructional material, can be made available to students with disabilities in alternative formats such as Braille, large print, and audiotape. To obtain accessible materials and other reasonable accommodations that facilitate learning in this class, students with disabilities should contact the instructors at the beginning of the semester and register with Pauline Patrick, Director of Disabilities Services, in Office 0 in the Modular Building (ppatrick@thomasu.edu).

Attendance Policy:  

Specify your attendance policy for this course. Make certain that your attendance policy does not conflict with the university’s attendance policy as published in the university catalog:  Thomas University students are expected to attend all scheduled classes and laboratory sessions. A student who does not attend the first day of class may be dropped from the class roll. Students participat​ing in university sponsored events are excused from scheduled classes by written request of the respective coach or professors. Absence from 20% or more of regularly scheduled classes or laboratory sessions for any unexcused reason may result in an “F” for that course at the instructor’s discretion.
Online and TBA Attendance Policies
Thomas University online students are responsible for logging onto the course by midnight of the first day of classes. Otherwise, the student will be withdrawn. If a student registers for a course marked TBA, the student must contact the instructor by midnight of the first day of classes. Otherwise, the student will be withdrawn. The students are expected to complete all assignments by the posted due dates. Any unexcused missed or late postings will result in a recorded missed class day. Recorded missed class days equaling 20% or more of regularly scheduled classes may result in an administrative withdrawal or receiving an F in the course.
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Adapt the concept of attendance as necessary for monitoring faithful online participation and specify your attendance policy accordingly.
Honor Code Policy:  

Include the Code with further explanation of academic integrity pertaining to this course and/or examples of dishonesty in this course (e.g., whether students may work collaboratively on assignments). 

Honor Code:  “As a member of the Thomas University Student Body, I will not lie, cheat, or steal in any endeavor related to my academic pursuits, nor will I tolerate that behavior in others.”
Other Class Policies:  

Specify those actions and attitudes denoting professional behavior that you expect of students. These might include expectations of promptness, faithful attendance, responsibility for missed assignments, and courtesy to other students. Indicate your policy for make-up work and late assignments.
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Online courses should follow a policy of a 10% penalty per day for late electronic submissions in cases where Thomas University technical issues are not a problem. In such cases where technical errors or shortcomings with any submission are as a result of the student's limited technology skills, the student should be penalized a flat 10% if the cases are brought to your attention within a few days to a week of the assignment due date or within a few days of the grades for a particular assignment being posted if that is what spawns the realization of the error, particularly toward the beginning of the semester. Instructors may apply a twenty-four hour grace period for assignments submitted within twenty-four hours of the due date.
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 Provide evidence of a method for verifying student identity (use of multiple written assignments/parts of assignments, use of video, use of test center, etc.)
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 Provide an explanation of online etiquette expectations.
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 Professors of online courses should publish clear contact information, options for student 
communication with the professor, and the following policy:  


I will check the course site and my email frequently, and I will respond to your communication 
of questions or concerns within forty-eight hours during the work week.

Guidelines for Students to Minimize Issues or Concerns

· Always use TU email and the instructor contact information provided in your course syllabus.

· Always attempt to resolve questions or concerns by communicating with your professor.  If a matter cannot be resolved, your next communication should be with the Division Chair supervising the course in which you are having a difficulty.  If you need assistance identifying the appropriate Division Chair to contact, call 1-800-538-9784, ext 235 for an administrative assistant in Academic Affairs to assist you.

· Save all of your course email, communication, and confirmation pages when you submit assignments.

· Conscientiously submit all assignments by established due dates.

· Contact your professor immediately if you become aware that a technical breakdown may have impacted your submission of an assignment.

· Students having difficulty with the Course Management System may contact Dr. Mary Prentice, Academic Technology Specialist, at mprentice@thomasu.edu or by cell phone at 229-221-0889 or Pauline Ash, Course Management Assistant Administrator, at pash@thomasu.edu or by cell phone at 229-221-1720.  For difficulties or questions concerning online library resources, students should contact Patrick Milas, Acting Director of Library Services, at pmilas@thomasu.edu or by cell phone at 229-221-0846. 
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Protocol for a Student Needing Online Course Technology Assistance:


1) Contact Pauline Ash, Course Management Assistant Administrator, or Dr. Mary Prentice, 
Academic Technology Specialist.

2) If the problem impacts an imminent assignment deadline, email or call your professor to notify him/her 
that you are having trouble.

3) Confirm with Pauline or Mary that the problem has been resolved.

General Education Objectives:  

For undergraduate courses only, identify at least three Thomas University General Education Objectives that will be emphasized in this course and how each will be measured in course activities.

	______  Lifelong Learning


	______  Presentation and Communication Skills



	______  Critical Thinking/Reasoning Skills


	______  Technology Skills

	______  Cultural Awareness
	______  Ethical Commitment


Conceptual Framework/Professional Association Standards:  

** For Education courses and Arts and Sciences content courses supporting Education degrees ONLY
Provide a statement of adherence to the Education Program’s Conceptual Framework and to the professional association standards associated with your discipline.

Education Framework:
As members of a global community, students today require flexible attitudes, dispositions, and skills to understand themselves and others.  Teachers who are responsible for educating children must themselves be critical thinkers; respect and understand diversity; communicate effectively; possess pedagogical skills, content knowledge, and classroom management skills; demonstrate skills for life-long learning; be professional and effectively use technology.  The teacher education program at Thomas University is designed to provide students with the knowledge and skills that allow them to be life-long learners, get along with others successfully, and contribute positively to our society.

Standards Statement:


This course supports the standards of the [insert appropriate organization – e.g. National Science Teachers Association; National Council of Teachers of English; National Council of Teachers of Mathematics; National Council for the Social Studies].  Those standards are available at [insert appropriate URL, e.g., www.nsta.org, www.ncte.org, www.nctm.org, www.ncss.org].

Schedule:  

Provide a topic outline corresponding to meeting dates / weeks of the term. Indicate all tests, papers, labs and other course requirements and their respective due dates. You may indicate that these dates are tentative.
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 Show logical progression/sequencing of course content with course elements presented in manageable segments.
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 Provide a clear advance schedule of topics and due dates.
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