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Online Course Syllabus


Course Name	Comment by User: Comments are provided as notes to the instructor.  Once you have read the note and edited the area, remove the comment.  Right-click on the comment and select “Delete Comment”  
Semester and Academic Year
Class run dates
Credits 

Instructor Information:
· Name
· Email
· Physical office location and hours	Comment by User: Talk to your Department Chair about required office hours; physical hours are useful to list for students that live in town or want to call
· Virtual office hours	Comment by User: Virtual office hours can be completed with the D2L “chat” feature (optional) 
· Phone number and the best time to call including time zone	Comment by User: Adding the best time to call is helpful to set boundaries as to when students can contact you
· Preferred communication method

Textbook:	Comment by User: Be sure to list all textbooks and other required or optional reading materials 

Recommend to students that they check with the UW-L bookstore to get their books as soon as possible (information about textbooks is also included in the example welcome announcement – LINK HERE)
Title:  
Author: 
Publisher: 
Edition: 
ISBN:

Course Description
List here (include pre-requisite classes  	Comment by User: Copy from catalog: http://www.uwlax.edu/Records/UGCat/UGCatalogs.htm and augment as needed

Course Objectives/Student Learning Outcomes
· Objective
· Objective 
· Objective 

General Education Student Learning Outcomes
List here	Comment by User:  If you teach a General Education class, your department has identified a few student learning outcomes for your class.  Please indicate these outcomes on your syllabus. Here is the link to the Gen Ed outcomes http://www.uwlax.edu/gened/Outcomes.htm 

Grading Schedule 
	Item
	Points each/Points total
	%

	Item
	Points each/Points total
	%

	Item
	Points each/Points total
	%

	Item
	Points each/Points total
	%

	Item
	Points each/Points total
	%

	
	TOTAL POINTS
	100%



Grading Scale	Comment by User: There is no set scale for the percentage points that relate to the letter grades; please adjust this as necessary.
	Letter Grade
	Point Value
	Percentage Equivalent

	A
	
	93-100%

	AB
	
	89-92%

	B
	
	83-88%

	BC
	
	79-82%

	C
	
	70-78%

	D
	
	60-69%

	F
	
	



Grading Policies and Assignment Expectations 

· Attendance policies / Participation policy 
· Discussion Grading Rubric
· Description of assignments and grading criteria and/or rubric for each type of assignment 

Course Schedule 

	Week	Comment by User: Add more weeks as appropriate
	Dates
	Concepts  Covered	Comment by User: List the concepts that will be explored during the week
	Assignments	Comment by User: Add information about readings, discussions, quizzes, tests, group work, assignments, etc. 

	1
	XX/XX to XX/XX
	Idea 1
Idea 2
Idea 3
	1. Item – due date
2. Item – due date
3. Item – due date

	2
	XX/XX to XX/XX
	Idea 1
Idea 2
Idea 3
	1. Item – due date
2. Item – due date
3. Item – due date

	3
	XX/XX to XX/XX
	Idea 1
Idea 2
Idea 3
	1. Item – due date
2. Item – due date
3. Item – due date



Course Structure / Desire2Learn Tools
Your course is organized through Desire2Learn (D2L).  Below are the tools in your class, how we will be using them, and expectations associated with each.  Take time to acclimate yourself to the tools and contact me if have questions.  

	Button	Comment by User: Consider removing buttons from the menu that you will not be using to ease in navigation; then also remove them from this area of the syllabus

Adjust this area to fit your needs and expectations!  
	Description
	You Should…

	Course Home
	News Items: Used to post day-to-day course details such as the status of and directions for assignments, discussions and content; additional information or summaries are posted as needed; this feature is used instead of all-class emails so you can find all information in one location 
	Check the “News Items” regularly, ideally every time you log-in to the course.

	
	Schedule: Lists tasks added by instructor; NOTE: students enrolled in more than one D2L course will see any tasks created by any of their instructors. 
	Review the schedule at least every week for important course dates. 

	
	Library Resources: Links to several library resources.
	Reference these links when doing research for course activities.

	
	File Viewers: Helpful links to free downloadable viewers.  
	Refer to these links if you are having problems downloading a file type. 

	Content
	Syllabus 
	Read it, understand it, refer back to it and ask questions about it if you have them!

	
	Weekly folders: These weekly folders contain, at minimum, the reading assignments, course narratives, assignments, links to discussion forums, and all other links for each module.  
	Check this area at the start of each module and check back to the resources and narratives as you are completing assignments

	
	Faculty Information 
	Quick reference to my contact information (also listed in the syllabus)

	Links	Comment by User: It is recommended that links be contained WITHIN the appropriate module folder under “Content”; this area is useful when there are several links that pertain to every area or module of the course
	Course inclusive external URLs are found here
	Check this area frequently to use the links provided as reference

	Dropbox
	Assignments to be given to instructor or from instructor (if requested) go here
	Upload your assignments to this location, as directed; Download assignments/feedback from your instructor, as directed

	Discussions
	Categorized discussions will be the primary area for class discussion and collaboration between instructor and student, and amongst students
	Check discussion frequently to read and respond to posts; consult your course syllabus for specific information about discussion participation requirements 

	Classlist
	Use this button to send emails, view homepages and profiles of instructor and/or students in the course; view shared locker files 
	Used only when one of the functions are needed (email, homepage, profile, locker sharing) 

	Groups
	Location for students in small groups to work together on assigned group projects
	Enter this area to communicate with your small group members

	Quizzes	Comment by User: It is recommended to add “Quick Links” in the “Content” area to the various quizzes so students realize within the content when the quizzes are to be taken

If you do not sure the quiz feature in D2L be sure to change the note here
	Used to release course quizzes, tests, and self-assessments
	Click this area when the course schedule indicates a quiz, test, or self-assessment for the week

	Grades
	This is the section where instructor will enter grades and feedback about assignments for the course
	Check this section regularly to review grades and feedback



General Expectations
· How you communicate with students / what students can expect from you regarding interaction 	Comment by User: Do you prefer phone or email for individual student questions?  How often and when will you be in the course?  When are your office hours?  
· Explanation of any face-to-face or synchronous requirements	Comment by User: If you use synchronous or face-to-face events (not required), be sure to explain how they will be assessed (if at all) and when they are to be held, and if they will be recorded/accessible at a later date (for synchronous events) 
· Paper submission and formatting guidelines	Comment by User: Define style guide, length, how to submit, spacing, font size, etc. 
· Policy on quizzes and tests	Comment by User: How you set up your quizzes and tests – how much time for each test, how many times a student can access the test, are exams open-book, etc.   
· Time when all assignments are due	Comment by User: Recommended that assignments all be due at a consistent time such as 11:59pm EST on the due date
· Policy on late assignments and/or extra credit
· Holidays and make-up policy
· Netiquette (could be in your discussion rubric)
· What kind, when, where, and how frequently students can expect feedback from you
· Academic Misconduct: Academic misconduct is a violation of the UW-L student honor code. Academic misconduct is unacceptable. All work handed in for this class must be the students’ own individual work. Plagiarism or cheating in any form may result in failure of the assignment or exam, failure of the course, and may include harsher sanctions. Refer to the Eagle Eye Academic Misconduct Section for a detailed definition of academic misconduct. For helpful information on how to avoid plagiarism, go to “Avoiding Plagiarism” on the Murphy Library website.  You may also visit the Office of Student Life if you have questions about plagiarism or cheating incidents. We encourage you to discuss any concerns regarding plagiarism or cheating with any of us directly and well before any assignments are handed in. Failure to understand what constitutes plagiarism or cheating is not a valid excuse for engaging in academic misconduct.  	Comment by User: Your syllabus should include information about academic misconduct and the proper citation of sources.  Such information can include the following or what is provided can be adjusted and edited for your own needs.
· [bookmark: _Hlk462925743]UW-L Student Honor Code (taken from UW-L catalog): We, the students of UW-La Crosse, believe that academic honesty and integrity are fundamental to the mission of higher education. We, as students, are responsible for the honest completion and representation of our work and respect for others' academic endeavors. It is our moral responsibility as students to uphold these ethical standards and to respect the character of the individuals and the university. 	Comment by User: Consider including the student honor code – provided here for easy reference.
· Students with Disabilities:  Any student with a documented disability (e.g., physical, learning, psychiatric, vision, or hearing, etc.) who needs to arrange reasonable accommodations must contact the instructor and the Disability Resource Services office (165 Murphy Library, 608-785-6900, ability@uwlax.edu) at the beginning of the semester. Students who are currently using the Disability Resource Services office will have a copy of a contract that verifies they are qualified students with disabilities who have documentation on file in the Disability Resource Services office. It is the student’s responsibility to communicate his/her needs with the instructor in a timely manner.  Review the Disability Services office website at http://www.uwlax.edu/drs/.  Information about accessibility with Desire2Learn can be found here: http://www.desire2learn.com/products/accessibility/.	Comment by User: Disability Services recommends that you include the following statement in your syllabus
· Additional ADA/504 Compliance Statement as needed
· Policy on saving student work 
· Technical Support: There are several tutorials and handbooks about D2L listed on this website: http://www.uwlax.edu/ats/d2l/student.htm.  In addition, you can contact ITS Support Center at (608) 785-8774 or itssupport@uwlax.edu for any questions about D2L or other technological difficulties. The hours for ITS are Monday through Thursday from 7:30 am to 6:30 pm, and Friday from 7:30 am to 4:30 pm, Central Time.  	Comment by User: This is an online course so add as much information as you think students need about technical support!  
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