Syllabus

[Course Title]

[Course Number and semester: e.g., ED222-T01, Fall 2007]

[ Credits and grading policy: e.g., 4 credits, letter graded ]

[Class times and location, audioconference times, web-based etc]

	Instructor:
	

	Address:
	1332 Seward Avenue, Sitka AK 99835

	Phone
	

	Email:
	

	FAX:
	1-907-747-7731  or 1-800-478-3552 (toll free in Alaska only)

	
	


Helpful Contacts:

	Sitka Campus
	1-800-468-6653  or 907-747-6653

	UAS Helpdesk
	1-877-465-6400

	Sitka Advising Office
	1-800-468-6653 ext 7705 or 907-747-7705


Course Description:

The course description can include not only the official description from the UAS Course Catalog but also information about how this course fits into a program or sequence of courses. Think from the students’ perspective – what will they gain from the course, how will it contribute to them personally or professionally.

Prerequisites:
Describe official prerequisites and recommended prerequisites.  Invite the student to contact you if there are concerns or questions.
Textbooks:

List the required or recommended texts (including title, edition, author, and ISBN number) and link to MBS bookstore or other source(s). 

MBS Bookstore: http://direct.mbsbooks.com/ualaska.htm or 1-800-352-3252
List: The ISBN Number

If your book comes with supplements or electronic codes – emphasize that if they get the book from a source other than MBS they MUST get the same ISBN number

Important Information:

[ Audioconference numbers, other important information ]

Office hours, email contact policies
How can your students contact you most easily?  For distance classes in particular, you should explain your email policy, what is the longest time students should expect to wait for a response (48 hours, 72 hours), whether you might be inaccessible on weekends (if so – don’t’ have assignments due Sunday night!), etc.
For a local class list office hours, phone number and office location.  For a distance class, “office hours” may consist of times when you will be available by phone (if you have a location available to you) or by instant messenger, web conferencing, able to respond rapidly to email, etc.  Indicate the best way for students to contact you quickly or whom they should contact for technical support or other assistance.

You may also have a policy on how email subjects should be formatted (for example: include the course number and your name in the subject line) and on what types of questions should be asked on a class discussion board or by email.
Technology Requirements 

If your course requires work with a computer at home or in a lab, or is a distance or web-supplemented course, describe the technology the student will need to have access to. If you need help describing the technology, contact Maureen or Susie in the IDC. If you have a web based activities with a variety of media, we can help make a “technology checklist” for students to use.  (See http://www.uas.alaska.edu/sitka/idc/students/techcheck/ for an example)
Technology Requirements Example:

In order to take this course you will need a reliable internet connection and possibly permission to install software on computer(s) you will be using. You may use either a Windows PC or Macintosh.  You will need a current web browser (Internet Explorer, Netscape, Firefox or Safari). You will need to have the Adobe Acrobat Reader, and Flash Player (comes with most recent browsers).  You will need a Word Processing program compatible with Microsoft Word.  
Safety Issues or Required Insurance

Information about required reading on safety issues or required insurance for courses involving labs, practicum, studios, field trips, etc.  If students are required to purchase or waive insurance, or to read a required safety manual or other material – then you should get written acknowledgement that they have read and understood the material and completed any other requirements.
Course Format (Activities in this course)
 [ This section describes the learning activities used in the course – reading this should give the students an idea of what they will be doing and what kind of time commitment may be needed.]

Activities Example One:

This course includes interactive lectures, discussions, group presentations, reflective field work and reports and written applications of class activities.

Activities Example Two:

Activities in this course include:

· Introductory Assignments

· Weekly Activities may include:

· Reading assignments from the book

· Tutorials to be viewed online.  

· Online web activities and discussion assignments

· Assigned Practice Problems from the book (solutions available online)

· Homework Assignments – problems from the book which will be submitted online.

· Reading quizzes – open book and taken online

· Labs and other “Hands-on” activities.  There will be approximately 8 labs during the semester – some will result in lab reports and some will be discussed online or be the subject of online lab quizzes.

· Two written mid-semester exams (proctored)

· Written final exam (proctored)

Course Content and Objectives:


A more specific outline of the course content and learning objectives – what major topics are covered, what knowledge or skills will the students obtain from this class, how will they demonstrate their knowledge or skill. 
These can be described in two ways: 

Course Content:

Student Learning Outcomes:

After completing this course the student will be able to:

Course Outline

A tentative schedule of  due dates  is a required component of the syllabus The schedule may be included in the syllabus itself or in a separate document, in which case the syllabus should describe where to find it.   The level of detail may vary but should include milestones or due dates and a general outline of topics. The schedule may be labeled as “tentative” to allow for variation once the course starts.

Example:

Check the course website for a more complete course outline and schedule of due dates.
UAS Core Competencies: 
Indicate which of the UAS core competencies this course will address: Communication, Quantitative Skills, Information Literacy, Computer Usage, Professional Behavior, Critical Thinking. The course competencies are defined at http://www.uas.alaska.edu/provost/assessment/compentencies.html 
Departments and programs are now listing specific UAS  competencies and Learning Outcomes for each course.  As programs complete the process, this information can be found on the provost’s website at:

http://www.uas.alaska.edu/provost/assessment/program-assessment1.html 
Expectations:

In this section you can describe how much time students are expected to spend on the course, including time spent “out-of-class” or online. This can help clear up misconceptions (for example that all web based courses are self-paced, that classroom participation is optional, etc.).
Either here or in the section on grading you should also include your policies on accepting late assignments or on makeup tests.

Expectations Example:

For a four credit course you can generally expect to spend about 16 hours a week on coursework (the exact time will vary for each student).  This is a course which will have a diverse set of weekly activities and weekly due dates.  Some of your time will be spent “off-line” on reading assignments, homework from the text and lab activities.  You will also spend several hours online each week viewing online lessons (these are slideshows with graphics and audio), visiting websites for online activities, taking online quizzes, participating with other students in the discussion board, and submitting assignments.  You will be expected to check the course website and your email periodically during the week.  There will be three proctored exams (two during the semester and one final exam).

Participation:

It is usually not advisable to make attendance a graded component of the course – but you can make participation a required component.  If participation counts as a graded component for your course, you should indicate your expectations for class or online participation.
Grading: 
List the assignments which will be used as the basis for the grade and give relative weights.

Example

The grade is based on a point system. There are a total of 2000 points.

	Activity
	Points
	Percent

	Introductory Assignments 
	100
	5%

	Homework, 8 x 45 points
	360
	18%

	Unit Tests, 8 x 90 points
	720
	36%

	Email journal (10 x 10 points)
	100
	5%

	Midterm Exam
	320
	16%

	Final Exam
	400
	20%

	Total
	2000
	100%


	Grades
	> 1799
	A

	1600 - 1799
	B

	1400 - 1599
	C

	1200 - 1399
	D

	< 1199
	F


Plus and minus grade will also be assigned as appropriate

Checking your grades: 
Indicate your goals for the “turn-around time” for grading assignments. Let students know how they can check their grades (for example,  in the UAS Online “Progress Report”).  Let students know if sample answers or solutions will be posted and where to find them.
Exams/Proctor

Example:
There will be three proctored exams – two during the semester and a final exam. 

Students should arrange a proctor as soon as possible, according to the procedure provided for in your Student Handbook.  If you have questions, contact the Sitka Instructional Support Office at 1-800-478-6653
Academic Honesty

[ This section should describe both what students are not allowed to do and what they are allowed to do.  If your course involves research and/or papers or essays, you may wish to clarify in more detail (or in a separate document) what constitutes plagiarism and proper citation of source material.]

Academic Honesty Example One:

Students are expected to complete their own work. You may discuss the homework and labs with other students either online or offline, but each student will complete their own homework, labs, and online quizzes.  Do not copy or “cut and paste” from others’ work. All online quizzes are “open book” but have a time limit. For the proctored exams you will be allowed to bring your calculator  and one 8 ½ by 11 inch paper with whatever handwritten notes you wish (on both sides). “Calculators”, notepad computers or other types of PDAs with keyboards and larger screens are not allowed. Students are expected to behave honorably in following the guidelines for proctored exams described in the Student Handbook and to abide by the proctors policies.
Academic Honesty: Other Examples:
Each student is expected to abide by the academic honesty policies as described in the UAS Student Code of Conduct.  

http://www.uas.alaska.edu/student_services/handbook.html 
Any work submitted by a student in this course for academic credit will be the student’s own work. [Optional: For this course, collaboration is allowed in the following instances: list instances…]
You are encouraged to study together and to discuss information and concepts.  You can give “consulting” help to or receive “consulting help” from other students. However, this permissible cooperation should never involve one student having possession of a copy of all or part of work done by someone else, in the form of an email, email attachment, file, disk, or hard copy.

Should copying occur, both the student who copied work and the student who gave the work to be copied will automatically receive a zero for the assignment. Penalties can also include failure in the course and University disciplinary action.

During examinations you must do your own work. Talking or discussion is not permitted during examinations nor may you compare papers, copy from others, collaborate in any way, access written notes or information via the internet or other electronic means (unless specifically permitted for that assignment).  Any collaborative behavior or attempts to access external information (other than by means specifically allowed) will result in failure of the exam and may lead to failure in the course and University disciplinary action.
Incomplete Grades

[ Describe your policy for incomplete grades]

Incomplete Grades Example:

Incomplete grades may be negotiated by students in good standing who experience illness, family illness, or required travel for their jobs during the 15 week course period.  Good standing implies regular “attendance” and consistent effort toward reaching course goals.  Incomplete grades will not be given for non-attendance or for failure to communicate with the instructor.  Students who are not current with assignments and have not withdrawn by the appropriate date will be given a grade of "NB" or an instructor's withdrawal.  Incomplete grades are not routinely given and are reserved only for students who experience extreme difficulties over which they have no control.  Students who miss a significant amount of time will be encouraged to re-register for the course at a later date rather than take an incomplete grade.

Withdrawals

WithdrawalExample:

Students may withdraw anytime before the last day for withdrawal on the University calendar.  Students withdrawing during the first two weeks of the semester will have no record of registration on their transcript.  Students withdrawing after the 2nd week will have a grade of "W" on their record.
Student Evaluations:

All students are urged to participate in the course evaluation, which provides valuable feedback. The evaluations will be available on UAS Online toward the end of the course. You will receive email notification when the survey forms are available online. Results will be anonymous and not available to your instructor until after the course is finished
Accommodations/Special Needs

The University of Alaska will provide a learning environment in which no student will be subjected to unlawful discrimination based on disability. No otherwise qualified individual will be denied reasonable access to, participation in, or the benefits of, any program or activity operated by the University of Alaska because of disability. Each qualified student with a disability will be eligible to receive appropriate academic adjustments and programmatic accommodations necessary for the student to access educational opportunities, programs, activities, or services in the most integrated setting possible.  

For more information or to request accommodations:

· UAS Disability Services in Juneau at 907-796-6000 or 1-877-465-4827 
· http://www.uas.alaska.edu/dss/ 
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