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Syllabus:  Course #, Spring 2014
Course Name

Instructor:  

Name 

Phone number

Email address
Campus office (if applicable) 

Virtual Office Hours: 

In-Person Office Hours:  

Photos (include a photo to develop familiarity with your online students)

· Regardless of whether you ultimately keep the photos here in the syllabus, adding it early on will help you when you build out the course shell.
Welcome (establishes tone and personalizes the course.  Your welcome note introduces students to your personality.)

· Introductory comments to your students
· Why you are glad to teach this course and glad they are taking it
· Anything you would like your students to know about this course, preparing for the semester ahead, etc.
Instructor Bio (allows students to know you and models sharing between students)

· Written in the first person
· Include publications, research interests and/or professional experiences
· Anything else you would like your students to know about you.
Teaching Philosophy (sets expectations for students)
· 2-3 paragraphs (at most) covering your teaching style and approach.
· Core beliefs that inform your approach to your students, to the content, or to teaching in general
Required texts: (Library and eReserve)

Other course materials: (optional and required)
Time Requirements:
If this course was offered on campus, you’d be in class 2.5 hours/week, along with the travel time involved. The online version is no different in terms of expectations for your involvement. This is an active online course that requires 3 hours of your time each week IN ADDITION TO the time it takes you to read the required materials and watch the videos, as well as the additional work required to complete the assigned papers.  That means that you need to plan to spend a minimum of 6 hours every week, up to 9-10 hours a week, on activities related to this course.  If you do not have that amount of time to devote to this course, you should perhaps reconsider taking this course at this time.
Technology Requirements: 

As a student in an online course, you are expected to have access to the internet almost every day.  If you have computing problems, it is your responsibility to address these, or come to campus to use the student computing labs.   Problems with your computer or other technology issues is not an excuse for any delays in meeting expectations and deadlines for the course.  So, if you have a problem, get help in solving it immediately.  At a minimum, you will need the following software/hardware to participate in this course:
1. Computer with an updated operating system (e.g. Windows, Mac, Linux) and to an Internet browser (e.g. Mozilla Firefox, Internet Explorer)

2. Ability to navigate MyGateway (Blackboard Learning Management System)

3. Minimum Processor Speed of 1 GHz or higher recommended. 

4. DSL or Cable Internet connection or a connection speed no less than 7 Mbps.
5. Media player such as Windows Media Player to open course media.  Flash player may be required by some aspects of the course and is available as a free download here:  http://get.adobe.com/flashplayer/
6. Adobe Acrobat to open PDF files throughout the course – available as a free download here:  http://get.adobe.com/reader/?promoid=HRZAC
7. Adobe Flash Player plugin, available as a free download here: http://get.adobe.com/flashplayer/
8. Oracle Java plugin, available as a free download here: http://java.com/en/download/index.jsp
9. Microsoft Silverlight plugin, available as a free download here: http://www.microsoft.com/getsilverlight 

10. A webcam and/or microphone is highly recommended.

Course Description:   (Get the course description from the University Bulletin and supplement with 3-5 sentences addressing the following)
· General overview statement of the course

· Specific examples of course content

· A statement regarding learning methodologies (e.g. group exercises, cases, self-assessments)

Goals of the Course:  (This should provide a paragraph on the goals of the course. It should be focused on end outcomes and not process or learning methodologies.  Please use the following format)
· Extend competencies acquired in pre-requisite courses…
· The primary goals of the course (distinct from more specific, secondary goals found in the learning objectives) – relate to General Education or program goals for the major
· Statement of the major project(s) that will be completed as part of the course

· Final statement that specifies what the student will be ready to achieve upon course completion (i.e. a subsequent course, an applied work experience, preparation for higher level courses, practicum, internship, etc.)

** General Education: When a course is designated in the UMSL General Education Plan, include a sentence in the syllabus that indicates which goals it addresses:  This course meets the Gen Ed requirement(s) for these goals:_____________, __________, ______________. 
Learning Objectives:  (Learning objectives are clearly defined and explained. They help the student to focus learning activities. Include 5-8 objectives that are clear, measurable and outcomes-oriented. Use Bloom’s taxonomy to create measurable learning objectives.)   Sample:  By the conclusion of this course, students will:

· know…
· know how to…
· be able to…
Instructional Strategies:   (description of teaching techniques - This is the section for outlining how the course will be taught.  List teaching techniques such as mini-lectures, discussion forums, demonstrations, case studies, simulations, peer review.) 

Instructional Technology:   The following tools will support the instructional strategies for this course:   (web searches, PowerPoint, Blackboard Collaborate, and other web and computer-aided instruction, etc)
Grade Composition: (List the value of all requirements, assignments and projects, tests and exams, attendance and participation relative to the course total. Include a grading scale showing how points earned during the semester will be assigned letter grades.) 
· Indicate how and whether incremental (plus/minus) grading applies to this course. 

· Indicate how participation affects semester grades. 

· Indicate, when applicable, the minimum grade required for degree or certificate programs. 

Grading Scale:  The UMSL Grading System is based on a four-point scale.  The grade value for each letter grade is as follows: 
A  = 4.0 

A-= 3.7

B+ = 3.3
B = 3.0

B- = 2.7
C+ = 2.3
C = 2. 0
C- = 1.7 
D+ = 1.3
D = 1.0
D- = 0.7
F = 0 
EX = Excused
DL = Delayed

FN = Failure/Non Participation

Course Schedule 

(subject to modification)
	Module #/Name
	Dates
	Lectures
	Readings
	Assignments
	Discussions
	Assessments

	
	8/19 – 8/31
	
	
	
	
	

	
	9/1 – 9/14
	
	
	
	
	

	
	9/15 – 9/28
	
	
	
	
	

	
	9/29 – 10/12
	
	
	
	
	

	
	10/13 – 10/26 
	
	
	
	
	

	
	10/27 – 11/9

	
	
	
	
	

	
	11/10 – 11/23 
	
	
	
	
	

	
	11/24 – 12/13
(includes Fall Break and Finals Week)
	
	
	
	
	


Course Policies

Send clear messages to students about your expectations, requirements and standards for coursework and behavior. Create your own or modify, adapt, or use the messages below:
1. Participation (expectations)
· It is vitally important that our classroom environment promote the respectful exchange of ideas.  This entails being sensitive to the views and beliefs expressed during discussions whether in class or online.  Please speak with me before recording any class activity. It is a violation of University of Missouri policy to distribute such recordings without my authorization and the permission of others who are recorded.  
· I will not respond to each post but will be monitoring each discussion.  Explicitly outline your involvement in the discussions, so students understand what to expect.
· Your success in this course will heavily depend on your ability to communicate, engage and participate in all course activities. Successful completion of this course requires that a student keep up with all assignments, coursework and discussions. Timely participation in online discussions is a very important part of this course and participation in these discussions, and other activities as assigned, is not optional. You are expected to prepare and post to discussions in a timely manner consistent with the requirements contained within the course syllabus and discussion rubric*.
· If you are unable to participate in the scheduled class activity or discussions you must notify the instructor within the week of that class module or discussion. An unexcused failure to engage or participate with the class will be counted as an absence; unexcused absences may result in failure. The instructor reserves the right to make judgment to accept and/or make–up assignments missed because of failed participation in the course activities.
2. Online Discussion Protocol (sample)
· Participation in the course should maintain a positive work and learning environment, as outlined in the UMSL Student Planner: http://www.umsl.edu/~studentplanner/Policies%20and%20Procedures/positive.html 
· Postings should be evenly distributed during the discussion week.

· Postings should be a minimum of three sentences, or one short paragraph, and a maximum of two paragraphs.

· Responses should be well written with proper punctuation, spelling and grammar. 

· Avoid short one-word postings, for instance, “I agree,” unless accompanied by supporting statements from the readings or prior knowledge (work and life experience).

· Stay focused on the topic.

· Ask questions; challenge other postings that lack supporting evidence or present incorrect information.

· Encourage further discussion by building on current threads.

· Check your postings for responses from others and respond in kind.
· Use proper “netiquette” **
3. Attendance Policies 

· “Present” in class for online courses is determined by participation in an “academically related activity,” i.e. submission of an assignment, assessment or discussion forum posting. The last day of attendance is the last day a student is academically participating in the online course.
· Documentation that a student has logged into an online class is not sufficient by itself to demonstrate academic attendance. 

4. Academic Integrity/Plagiarism

· You are responsible for being attentive to and observant of University policies about academic honesty as stated in the University’s Student Conduct Code. 

· Academic dishonesty is a serious offense that may lead to probation, suspension, or dismissal from the University. One form of academic dishonesty is plagiarism – the use of an author's ideas, statements, or approaches without crediting the source. Academic dishonesty also includes such acts as cheating by copying information from another student.  Plagiarism and cheating will not be tolerated.
· Academic dishonesty must be reported to the Office of Academic Affairs for possible action.  The instructor shall make an academic judgment about the student’s grade on that work and in that course.  The campus process regarding academic dishonesty is described in the “Policies” section of the Academic Affairs website:  http://www.umsl.edu/services/academic/policy/academic-dishonesty.html 

· Explain the style format expected for citation
Sample statements:
A. Plagiarism is the use of another person’s words or ideas without crediting that person. Plagiarism and cheating will not be tolerated and may lead to failure on an assignment, in the class, and dismissal from the University. View this campus policy here:

http://www.umsl.edu/services/academic/assets/PDFs/Dishonesty-Rev-9-08.pdf
B. Students are responsible for being attentive to and observant of campus policies about academic honesty as stated in the University’s Student Conduct Code: http://www.umsl.edu/~webdev/bulletin/student-conduct.html
C. To avoid accusations of academic dishonesty, please submit all written work to the Turnitin System before finalizing what you submit for evaluation. Check information about The Writing Center @UMSL that is linked to MyGateway Home.

5. Access, Disability and Communication 

· Students who have a health condition or disability, which may require accommodations in order to participate effectively in this course, should contact the Disability Access Services Office.  Information about your disability is confidential.

· 144 Millennium Student Center
· Phone: (314) 516-6554
· Website:  http://www.umsl.edu/services/disabled/
· If you have difficulty communicating in English with the instructor of this course, contact the Office of International Students and Scholar Services:
· Phone: (314) 516-5229 
· Email:  iss@umsl.edu
· Website:  http://www.umsl.edu/~intelstu/contact.html 
Student Support and Services

· Technical Support

· My Gateway (Blackboard):  If you have problems logging into your online course, or an issue within the course site, please contact the Technology Support Center:
· Phone: (314) 516-6034
· Email:  helpdesk@umsl.edu
· Website:  http://www.umsl.edu/technology/tsc/
· Blackboard Collaborate:  If you have any questions regarding Collaborate, contact the Faculty Resource Center:
· Phone: (314) 516-6704
· Email:  frc@umsl.edu
· Website:  http://www.umsl.edu/technology/frc/
· Outside normal office hours, you may also contact Collaborate for 24/7 assistance:
· Phone:  (877) 382-2293
· Chat: http://support.blackboardcollaborate.com 
· Academic Support
· The Online Writing Lab:  At our My Gateway site, students can send their papers to our tutors, who will read them and send them back with suggestions. Students can also access Turnitin, which identifies quoted material in their essays. 
· Visit the online Writing Lab page on MyGateway to submit drafts online. 

· We try to respond within 48 hours, but it may take longer, so allow ample time. 

· NetTutor:  Online tutoring in many subjects is now available through NetTutor.  In your courses on MyGateway, click on Tools and select NetTutor® to log in. 

· Student Services:
· The Student Retention Services offers assistance tailored to specific student needs.  
· 225 Millennium Student Center
· Phone: (314) 516-5300
· Email:  umslsrs@umsl.edu 
· Website:  http://www.umsl.edu/~umslsrs/
*Online Discussion Rubric
(sample 1)
	Criteria
	Excellent
	Good
	Average
	Below Average
	Poor

	Postings
	5 postings, well distributed throughout the week
	4 postings, well distributed throughout the week
	3 postings, well distributed throughout the week
	2 or less postings throughout the week
	No postings throughout the week

	Description of Contribution
	Use of Analysis, Synthesis and Evaluation:

Critical and/or creative contribution

Very clear that readings were understood and incorporated well into responses.

Asks questions that extend the discussion and makes insightful, critical comments.

Contributes new information and identifies the source.
	Use of Comprehension and Application:

Readings were understood and incorporated into responses.

Exhibits good insights and understanding of discussion questions.

Relates the issue to prior material covered in the course.
	Use of Knowledge:

Postings are not on tract with readings.

Repeat basic correct information related to discussion.
	Seemingly, no evidence that readings were understood or incorporated into the discussion.

Didn’t do the readings.
	No participation.

	Points
	13-15
	10-12
	6-9
	5 or less
	0


*Online Discussion Rubric
(sample 2)
Courtesy of Lisa Dorner

Excellent (18-20 points)
· Use of analysis, synthesis and evaluation 

· Critical and/or creative contribution
· Incorporates readings well into responses, demonstrating excellent understanding.

· Asks questions that extend the discussion and relate material to prior course content.

· Makes insightful, critical comments on the readings and to fellow students.

· Contributes new information and identifies the source.
Good (16–17 points)
· Use of comprehension and application
· Incorporates readings into responses, demonstrating solid understanding.

· Exhibits some insights and understanding of course content, but may not ask critical questions of the readings or fellow students.

· May relate module’s issues to prior material covered in the course.
· May respond to fellow students.

Average (14–15 points)
· Use of knowledge
· Repeats basic correct information related to discussion, but neglects to extend conversation or critically analyze course content.
Below Average (13 or fewer points)
· No clear evidence that readings were understood or even completed. 

Poor (0)
· No postings/participation.

**Online Class Netiquette/behavior

· Be self-reflective before you post an emotional response and reread what you have written to be sure it is positive.  Think of your comments as printed in the newspaper. Your online comments will be seen, heard and remembered by others in the class.
· Use effective communication.  
· Avoid the use of all caps or multiple punctuation elements (!!!, ??? etc).
· Be polite, understate rather than overstate your point, and use positive language.
· If you are using acronyms, jargon or uncommon terms, be sure to explain them so everyone can understand and participate in the discussion.
· Ask for clarification to a point if you feel emotional from a classmate’s post.  It is likely that you misunderstood his/her point.  This strategy will also help you step away from the intensity of the moment to allow for more reflection.
· Sign your name. It is easier to build a classroom community when you know to whom you are responding.

· Foster community.  Share your great ideas and contribute to ongoing discussions.  Consider each comment you make as one that is adding to, or detracting from, a positive learning environment for you and your classmates.  
· Be constructive.  You can challenge ideas and the course content, but avoid becoming negative online. When you disagree politely you stimulate and encourage great discussion. You also maintain positive relationships with others with whom you may disagree on a certain point.

· Keep the conversation on topic by responding to questions, adding thoughtful comments about the topics at hand.  Online dialogue is like conversation. If there is a particular dialogue going on, please add to it, but if you have something new to say, please post it in another thread. 
· Define your terms. When using acronyms or terms that are particular to your field (or new to our course), please define them for others.
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