DELETE THE FIRST TWO INSTRUCTION PAGES AFTER UPDATING YOUR SYLLABUS

How to Use This Template to Update Your Syllabus

This template has been updated in January, 2015.  The yellow highlighted areas are the latest updates.  ITALICIZED TEXT IS INFORMATION FOR YOU AND CAN BE REPLACED WITH YOUR OWN APPROPRIATE VERBIAGE. Optional items are identified as such within the template. You can use any font or font size and you can add or rearrange the content to meet your needs. 

Please remove the first two instruction pages, yellow highlights and any irrelevant information once you finish updating your syllabus.  Modify the footer information if you plan to include it.  
Key Components in a Syllabus
The University Greensheets (Syllabi) Policy F06-2 at http://www.sjsu.edu/senate/docs/F06-2.pdf, dated July 17, 2006, has identified the following key components to be included in all courses: 
1. Course Information

a. Basic information such as, San José State University, course title, number, and section, days and times taught, location of class, semester and year course is being taught, Professor’s contact information 
b. Office hours, days and location
c. Course or section information such as, course description from the University catalog augmented by section-specific description, prerequisites, required and recommended texts, readers, or other reading materials, any other necessary equipment/materials/fees

d. Student Learning Outcomes for General Education (GE), American Institutions (AI), and Graduation Writing Assessment Requirement (GWAR) courses found in University Policy S14-5, at http://www.sjsu.edu/senate/docs/S14-5.pdf, effective Fall 2014
e. Course requirements, e.g. papers, projects, exams, quizzes, homework, assignments, laboratory work, fieldwork, participations, etc. 
f. Tentative course calendar including assignment due dates, exam dates and date of final exam
g. Grading information 

2. University, College, or Department Policy information 

a. Academic Integrity statement at http://www.sjsu.edu/senate/docs/S07-2.pdf
b. Campus policy in compliance with the Americans with Disabilities Act

c. Other course related policies or information required by the department or college 
Guidelines for Accessible Documents
Every effort should be made to ensure that all instructional materials, including course syllabus, comply with accessibility guidelines. Please make sure that you have done the following:

1. Include structure by using heading style feature in Word or using built-in layout except the blank layout in PowerPoint. See screenshots below.
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2. Provide meaningful alternative text to describe any non-text graphics, charts, images, photos, text boxes, or objects 

3. Add a label or meaningful name for any web references, hyperlink the website label and include the URL address. For example: The Late Drop Policy is available at http://www.sjsu.edu/aars/policies/latedrops/policy/.
4. Use the table function to organize your tabular information. Note that the screen reader reads tabular information from left to right and from top to bottom, one line at a time.  Repeat header row information if the table extends onto more than one page.
There are two methods to use this template to create your accessible syllabus.
Copy and Paste Method

You can transfer text from your existing syllabus to this template with the Copy and Paste functions in Word.

1. Save this template on your desktop.
2. Open both your existing syllabus and this template in Word.
3. Copy the text from your existing syllabus.
4. Highlight the corresponding text or location on this template that you want to replace and paste your copied text over the highlighted text on this template.
5. After the paste function is complete, a Paste Options icon will appear next to the copied text.   [image: image3.png]B () -





6. Click this Paste Options icon and choose the middle icon, “Merge Formatting” option.  The Style and Formatting of your pasted text will now match with the existing text and formatting on this template. 
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Direct Input Method

1. Save this template on your desktop.

2. Highlight the text that you want to change and type directly over it. Text in the template will be replaced. 

3. Modify or remove footer information as necessary.

NOTE:  ITALICIZED TEXT IS TO BE REMOVED AND REPLACED WITH YOUR OWN APPROPRIATE VERBIAGE. 
If you have any questions about using this template, email Elizabeth.Tu@sjsu.edu at Center for Faculty Development or call (408) 924-3093 at San José State University.
San José State University
School/Department
Course Number, Title, Section, Semester, Year

Course and Contact Information

	Instructor:
	(Your name)

	Office Location:
	(Building and room number)

	Telephone:
	(area code) (telephone number)

	Email:
	(Your email address)

	Office Hours:
	(Days and time) [See University Policy S12-1 at http://www.sjsu.edu/senate/docs/S12-1.pdf for guidelines]

	Class Days/Time:
	(Days and time)

	Classroom:
	(Building and room number, or your online course web address)

	Prerequisites:
	(Delete this row if not applicable)

	GE/SJSU Studies Category: 
	(Delete this row if not applicable)

	Course Fees:
	(Delete this row if not applicable)


Course Format (Delete if not applicable)
Indicate whether this course adopts an online, hybrid, or flipped classroom delivery format. Specify any Internet connectivity or technology requirements, such as computer, special hardware devices or software apps that students must have to participate in the classroom activities. See University Policy F13-2 at http://www.sjsu.edu/senate/docs/F13-2.pdf for more details. 
Indicate whether this course has a service-learning component. If so, provide a brief description of: the service, expected hours, student preparation, evaluation and deliverables. See University Policy S02-3 at http://www.sjsu.edu/senate/docs/S02-3.pdf for more details. 
Faculty Web Page and MYSJSU Messaging (Optional)

Course materials such as syllabus, handouts, notes, assignment instructions, etc. can be found on my faculty web page at http://www.sjsu.edu/people/firstname.lastname and/or on the Canvas learning management system course website. You are responsible for regularly checking with the messaging system through MySJSU (or other communication system as indicated by the instructor) to learn of any updates. 

Course Description 

Insert course description from the University catalog augmented by section-specific description.
Learning Outcomes (Required) and Course Goals (Optional)
GE Learning Outcomes (GELO) (Delete if not applicable)
If applicable, insert and list your General Education course goals and learning outcomes here. University Policy S14-5 at http://www.sjsu.edu/senate/docs/S14-5.pdf requires that the syllabus specify the following:

· How the GE writing requirement is being met by class assignments.

· Which GE learning outcomes are fulfilled by the course and which class activities/assignments/experiences are linked to these outcomes
· For upper division courses (R, S, V) include the following sentence:
“Students are strongly encouraged to take courses to satisfy GE Areas R, S, and V from departments other than their major department.”
Upon successful completion of this course, students will be able to: 

1. GELO 1 (insert learning outcome 1)
2. GELO 2 (insert learning outcome 2, etc.)

Service Learning Outcomes (Delete if not applicable)
If applicable, insert and list your Service Learning course goals and learning outcomes here. University Policy S02-3 at http://www.sjsu.edu/senate/docs/S02-3.pdf indicates to include the following:
· A statement of the principles of community-service learning
· Information regarding the hours of service required (a minimum of 10 hours per academic term of direct academically relevant community service are required)
· Information about how students are expected to integrate the learning derived from service with subject matter outcomes through relevant activities such as guided discussions, journal assignments, written assignments, and/or class presentations. 

· Information about how students’ abilities to integrate the learning derived from service with subject matter outcomes will be evaluated

Students must complete a CSU-SJSU Learning Plan & Participation Guide, serve only with an SJSU approved community partner organization; and enter all required SL information in the SJS4-Spartans 4 Service database.

Upon successful completion of this course, students will be able to: 

1. SLO 1 (insert learning outcome 1)
2. SLO 2 (insert learning outcome 2, etc.)
Course Learning Outcomes (CLO)
Insert and list your non-General Education course goals and learning outcomes here. Describe the outcome in terms of specific and measurable actions, capabilities or skills students will be able to perform through course activities/experience at the end of your course.  
Upon successful completion of this course, students will be able to:

1. CLO 1 (insert learning outcome 1)

2. CLO 2 (insert learning outcome 2, etc.)

Required Texts/Readings 

Textbook

Insert your complete textbook citation here. Include ISBN and information about where students can buy or access the text.
Other Readings

Insert the list of any additional readings here and specify where they can be found.
Other equipment / material requirements (optional)

Include if applicable.
Library Liaison (Optional)

Insert the name, email address, and other relevant information concerning your library liaison.
Course Requirements and Assignments

SJSU classes are designed such that in order to be successful, it is expected that students will spend a minimum of forty-five hours for each unit of credit (normally three hours per unit per week), including preparing for class, participating in course activities, completing assignments, and so on. More details about student workload can be found in University Policy S12-3 at http://www.sjsu.edu/senate/docs/S12-3.pdf.

Insert descriptions of course requirements and assignments here.
Indicate how each assignment is aligned with the learning outcomes. Include information about due dates and assignment weights. University Greensheets (Syllabi) Policy F06-2 at http://www.sjsu.edu/senate/docs/F06-2.pdf provides the following guideline:
“Course requirements, e.g. papers, projects, exams, quizzes, homework, laboratory work, fieldwork, participation, etc. 

· Tentative course calendar including assignment due dates, exam dates, date of final exam; you might want to include “subject to change with fair notice” as well.
NOTE: It should be noted that the Academic Vice President in a memorandum dated October 25, 1977 cites a university policy that states that there shall be an appropriate final examination or evaluation at the officially scheduled time in every course, unless specifically exempted by the college dean who has curricular responsibility for the course.
· Since attendance per se may not be used as a criterion for grading, if you grade on participation (which can be used) some indication of how participation will be assessed should be included, such as, pop quizzes, in-class writing assignments, conversation and discussion groups, etc.
NOTE that University policy F69-24 at http://www.sjsu.edu/senate/docs/F69-24.pdf states that “Students should attend all meetings of their classes, not only because they are responsible for material discussed therein, but because active participation is frequently essential to insure maximum benefit for all members of the class. Attendance per se shall not be used as a criterion for grading.”

Grading Policy
Specify your grading policy here. University Greensheets (Syllabi) Policy F06-2 at http://www.sjsu.edu/senate/docs/F06-2.pdf provides the following guideline:

Grading information: 

· A statement of how you will determine letter grades for the course, including +/- grades if you use them 

· Extra credit options, if available, what they entail and circumstances under which they are available to students 

· List of the percentage weight [or point value] assigned to various class assignments 

· Penalty (if any) for late or missed work 

Again, if you grade on participation, specify how participation will be assessed. Attendance per se shall not be used as a criterion for grading according to University Policy F-69-24 located at http://www.sjsu.edu/senate/docs/F69-24.pdf. 
For Basic Skills and 100W courses (A1, A2, A3, B4, Z) include the following statement:
“This course must be passed with a C or better as a CSU graduation requirement.”
For upper division courses (R, S, V) include the following paragraph:
“Students are strongly encouraged to take courses to satisfy GE Areas R, S, and V from departments other than their major department. Passage of the Writing Skills Test (WST) or ENGL/LLD 100A with a C or better (C‐ not accepted), and completion of Core General Education are prerequisite to all SJSU Studies courses. Completion of, or co-­‐registration in, 100W is strongly recommended. A minimum aggregate GPA of 2.0 in GE Areas R, S, & V shall be required of all students.” See University Policy S14-5 at http://www.sjsu.edu/senate/docs/S14-5.pdf.
Note that “All students have the right, within a reasonable time, to know their academic scores, to review their grade-dependent work, and to be provided with explanations for the determination of their course grades.”  See University Policy F13-1 at http://www.sjsu.edu/senate/docs/F13-1.pdf for more details.

Classroom Protocol

Insert your expectations for participation, attendance, arrival times, behavior, safety, cell phone use, etc. here.
University Policies
General Expectations, Rights and Responsibilities of the Student
As members of the academic community, students accept both the rights and responsibilities incumbent upon all members of the institution. Students are encouraged to familiarize themselves with SJSU’s policies and practices pertaining to the procedures to follow if and when questions or concerns about a class arises. See University Policy S90–5 at http://www.sjsu.edu/senate/docs/S90-5.pdf. More detailed information on a variety of related topics is available in the SJSU catalog, at http://info.sjsu.edu/web-dbgen/narr/catalog/rec-12234.12506.html. In general, it is recommended that students begin by seeking clarification or discussing concerns with their instructor.  If such conversation is not possible, or if it does not serve to address the issue, it is recommended that the student contact the Department Chair as a next step.
Dropping and Adding

Students are responsible for understanding the policies and procedures about add/drop, grade forgiveness, etc.  Refer to the current semester’s Catalog Policies section at http://info.sjsu.edu/static/catalog/policies.html.  Add/drop deadlines can be found on the current academic year calendars document on the Academic Calendars webpage at http://www.sjsu.edu/provost/services/academic_calendars/.  The Late Drop Policy is available at http://www.sjsu.edu/aars/policies/latedrops/policy/. Students should be aware of the current deadlines and penalties for dropping classes. 

Information about the latest changes and news is available at the Advising Hub at http://www.sjsu.edu/advising/.

Consent for Recording of Class and Public Sharing of Instructor Material

University Policy S12-7, http://www.sjsu.edu/senate/docs/S12-7.pdf, requires students to obtain instructor’s permission to record the course and the following items to be included in the syllabus:
· “Common courtesy and professional behavior dictate that you notify someone when you are recording him/her. You must obtain the instructor’s permission to make audio or video recordings in this class. Such permission allows the recordings to be used for your private, study purposes only. The recordings are the intellectual property of the instructor; you have not been given any rights to reproduce or distribute the material.” 
· It is suggested that the greensheet include the instructor’s process for granting permission, whether in writing or orally and whether for the whole semester or on a class by class basis. 
· In classes where active participation of students or guests may be on the recording, permission of those students or guests should be obtained as well. 
· “Course material developed by the instructor is the intellectual property of the instructor and cannot be shared publicly without his/her approval. You may not publicly share or upload instructor generated material for this course such as exam questions, lecture notes, or homework solutions without instructor consent.”

Academic integrity

Your commitment, as a student, to learning is evidenced by your enrollment at San Jose State University.  The University Academic Integrity Policy S07-2 at http://www.sjsu.edu/senate/docs/S07-2.pdf requires you to be honest in all your academic course work. Faculty members are required to report all infractions to the office of Student Conduct and Ethical Development. The Student Conduct and Ethical Development website is available at http://www.sjsu.edu/studentconduct/. 
Campus Policy in Compliance with the American Disabilities Act

If you need course adaptations or accommodations because of a disability, or if you need to make special arrangements in case the building must be evacuated, please make an appointment with me as soon as possible, or see me during office hours. Presidential Directive 97-03 at http://www.sjsu.edu/president/docs/directives/PD_1997-03.pdf requires that students with disabilities requesting accommodations must register with the Accessible Education Center (AEC) at http://www.sjsu.edu/aec to establish a record of their disability.

Accommodation to Students' Religious Holidays (Optional)
San José State University shall provide accommodation on any graded class work or activities for students wishing to observe religious holidays when such observances require students to be absent from class. It is the responsibility of the student to inform the instructor, in writing, about such holidays before the add deadline at the start of each semester. If such holidays occur before the add deadline, the student must notify the instructor, in writing, at least three days before the date that he/she will be absent. It is the responsibility of the instructor to make every reasonable effort to honor the student request without penalty, and of the student to make up the work missed.  See University Policy S14-7 at http://www.sjsu.edu/senate/docs/S14-7.pdf.

Student Technology Resources (Optional)

Computer labs for student use are available in the Academic Success Center at http://www.sjsu.edu/at/asc/ located on the 1st floor of Clark Hall and in the Associated Students Lab on the 2nd floor of the Student Union. Additional computer labs may be available in your department/college. Computers are also available in the Martin Luther King Library. A wide variety of audio-visual equipment is available for student checkout from Media Services located in IRC 112. These items include DV and HD digital camcorders; digital still cameras; video, slide and overhead projectors; DVD, CD, and audiotape players; sound systems, wireless microphones, projection screens and monitors.

SJSU Peer Connections (Optional)

Peer Connections, a campus-wide resource for mentoring and tutoring, strives to inspire students to develop their potential as independent learners while they learn to successfully navigate through their university experience.  You are encouraged to take advantage of their services which include course-content based tutoring, enhanced study and time management skills, more effective critical thinking strategies, decision making and problem-solving abilities, and campus resource referrals.  

In addition to offering small group, individual, and drop-in tutoring for a number of undergraduate courses, consultation with mentors is available on a drop-in or by appointment basis.   Workshops are offered on a wide variety of topics including preparing for the Writing Skills Test (WST), improving your learning and memory, alleviating procrastination, surviving your first semester at SJSU, and other related topics.  A computer lab and study space are also available for student use in Room 600 of Student Services Center (SSC). 

Peer Connections is located in three locations: SSC, Room 600 (10th Street Garage on the corner of 10th and San Fernando Street), at the 1st floor entrance of Clark Hall, and in the Living Learning Center (LLC) in Campus Village Housing Building B.  Visit Peer Connections website at http://peerconnections.sjsu.edu for more information.
SJSU Writing Center (Optional)

The SJSU Writing Center is located in Clark Hall, Suite 126. All Writing Specialists have gone through a rigorous hiring process, and they are well trained to assist all students at all levels within all disciplines to become better writers. In addition to one-on-one tutoring services, the Writing Center also offers workshops every semester on a variety of writing topics. To make an appointment or to refer to the numerous online resources offered through the Writing Center, visit the Writing Center website at http://www.sjsu.edu/writingcenter. For additional resources and updated information, follow the Writing Center on Twitter and become a fan of the SJSU Writing Center on Facebook. (Note: You need to have a QR Reader to scan this code.) [image: image6.png]


 
SJSU Counseling Services (Optional)
The SJSU Counseling Services is located on the corner of 7th Street and San Fernando Street, in Room 201, Administration Building.  Professional psychologists, social workers, and counselors are available to provide consultations on issues of student mental health, campus climate or psychological and academic issues on an individual, couple, or group basis.  To schedule an appointment or learn more information, visit Counseling Services website at http://www.sjsu.edu/counseling.
Course Number / Title, Semester, Course Schedule

List the agenda for the semester including when and where the final exam will be held. Indicate the schedule is subject to change with fair notice and how the notice will be made available. 
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