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New Course Proposal

Syllabus Template

This optional syllabus template is offered to help ease the process of proposing new courses.  Please note the following:

· Items that must be kept in the syllabus are shown in black text.  Personalize this text where necessary.
· Suggestions and help text are shown in grey italicized text.  Please be sure to delete this text before final submission.

· Examples are noted with a bold, italicized red heading.  Please feel free to use as much of this text as you’d like.  (Examples are shown in black text for ease of use, but none are required to be included or worded as shown.  Please delete any examples you choose not to use.)  

REMINDER:  Syllabi included in new course proposals are used for review purposes only.  It is expected that over time, syllabi might be altered slightly to reflect updates within the discipline or individual teaching preferences.  For this reason, it is recommended that syllabi created for a course proposal include the required elements only, which are the following:

· Course number and title; meeting days/time (hypothetical)
· Professor contact information and office hours

· Course description

· Course calendar, including contact hours

· Learning objectives

· Course materials

· Assignment descriptions and methods of evaluations, including grading scale

· Attendance information (including Distance information, as applicable)
· Required university syllabus statements

We welcome all questions at curriculum@deanas.msstate.edu.  We are also happy to review syllabi or proposals before final submission.  Please send such items at least 72 hours before the deadline you hope to meet.

ABC 1234 Course Name, Section 01
MWF, 8:00-8:50 a.m. or
Asynchronous Online

Instructor
Name and Title
Email and Phone
Office Location
Office Hours *Include time zone.  Must show at least 1 hour per week per course taught.
Day, Time

Catalog Description
Include the description as it appears in the course catalog, including prerequisites, lecture/lab hours, and cross-listings.  The course description can be expanded beyond what is in the course catalog, but it must begin with the description exactly as on the UCCC online course proposal page.
Sample course description:  PS 2713 Introduction to Engineering and Public Policy
(Prerequisite: EN 1113, 1173, or equivalent). Three hours lecture. A multidisciplinary analysis of public policy issues involving engineering and technology and use of policy science to explore complex policy issues. (Same as GE 2713). 

Special Course Designation

If the course has a special designation (General Education, Community-Engage Learning, Experiential Learning, etc.) please indicate it on the syllabus.
Learning Outcomes
List four or more and be specific.  Outcomes should be observable and measurable, stating what the student will know or be able to do upon successful completion of the course.  Include broader course goals and objectives, as well as any accreditation standards as needed.  For additional help, see this Bloom’s taxonomy chart borrowed from the MSU College of Education Box Council.
Example:  Upon completion of this course, the successful student will be able to:

· Discuss…

· Identify…

· Assess…

· Courses proposed for Gen Ed must demonstrate certain competencies.  Contact curriculum@deanas.msstate.edu for further guidance. 

Course Materials
List books according to appropriate reference system and provide the ISBN number.  Indicate required vs. optional materials, but do not direct students to any specific retailers.  List any reserve or online materials, as well as any other items students are required to have.
· Required Textbook

· Supplemental/Optional Materials

· Technology Requirements

Class Assignments
List all assignments and tests.  You may include descriptions of test formats or an overview of papers and projects.  If an online course, describe how assignments/homework will be assigned and how students will turn in material.
· Assignment 1 Name (point value)
Description of Assignment 1

· Assignment 2 Name (point value)
Description of Assignment 2

· Assignment 3 Name (point value)
Description of Assignment 3

Examples:

· Homework and daily work will be given periodically through the course; these assignments will be posted every Tuesday at 12:00 AM CST and will be due the following Monday at 11:59 PM CST. More detail about individual assignments will be posted in Canvas.

· The journal assignment consists of ten journal entries worth ten points each. Five entries will be due before mid-term, and five entries will be due before the final day of classes. More detailed information will be posted in Canvas.

· Within the first few weeks of class, you will be asked to choose a week and topic for a presentation.  You will record your presentation in Canvas Studio and post it to a discussion board for your classmates and myself to view.  One or two presentations a week will be given from the third week of class until the final week of class, with exceptions for holiday weeks.  More detailed information will be posted in Canvas.
· The short paper assignment will be due around mid-term.  This assignment will require you to write a brief article review.  More detailed information will be posted in Canvas.

· The long paper assignment will require you to write a brief research paper on a topic of your choosing.  More detailed information will be posted in Canvas. 

· The final exam will be administered in Canvas.  It will be available from (date) to (date). More specific information will be posted in Canvas. 

· All due dates TBA. 

Methods of Evaluation 
List each assignment/test and include the specific number of points or the percentage given to each.  Remember that attendance and/or participation can constitute no more than 10% of the final grade in the course.  

	Assignment
	Points or Percentage of Final Grade

	Assignment 1
	# or %

	Assignment 2
	# or %

	Assignment 3
	# or %


Standards of Achievement
Provide a clear grading scale to two decimal places.  MSU uses letter grades A, B, C, D, and F or Pass/Fail.

	Letter Grade
	Points or Percentage

	A
	#.# - #.# points or percent

	B
	#.# - #.# points or percent

	C
	#.# - #.# points or percent

	D
	#.# - #.# points or percent

	F
	#.# - #.# points or percent


General Class Information
While the University Syllabus explains excused absences, each syllabus should state the attendance and late work policy for the course and should reference AOP 12.09.  Other optional class information may include cell phone or technology policies, email policies, student expectations, etc.  Any course-specific policies that are included must be in line with all AOPs.  Minimal is better with this section.
Attendance 
Attendance and/or participation cannot count for more than 10% of the overall course grade.  When including attendance policies for the class, please also include any policies for making up missed work.  As stated in AOP 12.09, “A policy should include, but is not limited to, how the instructor defines class attendance, particularly as it pertains to in-class responsibilities that go beyond the student’s mere presence in the classroom, how attendance relates to student learning outcomes, the extent of credit or penalty, how excused and unexcused absences are measured, and how all absences are recorded.”

A&S Recommended Language for Attendance Statement:

· Attendance is defined as presence and active participation in face-to-face class sessions (Campus 1 section) or online synchronous class sessions (Campus 5 section). Campus 5 students need to remain logged on for the entire class session to be counted as present for attendance purposes. Unexcused absences, as defined by the university policy, will lower your attendance grade as outlined in the assignment description above. Please see AOP 12.09 for an explanation of MSU’s criteria for excused absences. 

A&S Recommendation of Participation Statement, if included:

· When participation is part of a student’s overall course grade, the syllabus must clarify how the student’s level of participation will be evaluated.  It is helpful to include the number of possible points allocated per class period.
Example:
· Discussion Participation (60 points):

· When your classmates are facilitating discussions of the assigned readings, your participation in those sessions will be graded as well.  There will be 15 days of discussion over the semester, with each day being worth 4 points toward your Discussion Participation grade.  
· 4 = Outstanding participation in quantity and quality of contributions

· 3 = Above average participation; minimal improvement needed to either quality or quantity of contributions

· 2 = Average participation; may need substantial improvements to either quantity or quality of contributions

· 1 = Below average participation; needs substantial improvements to both quality and quantity of contributions; contributions may disrupt rather than advance the discussion

· 0 = No participation

Distance Information
If online/distance education is part of the course, be sure to include the information those students will need in the syllabus.  This may include technology requirements, proctoring, etc.  Additionally, please indicate whether the course is asynchronous or synchronous delivery.  
Example:
· Expectations of Distance Students - Taking an online course and succeeding in the online classroom environment requires diligence, integrity, and discipline. Accordingly, each online student must take responsibility for his or her own actions (meeting deadlines, etc.), and keeping up with the course material and expectations. Students will get to work at their own pace to some degree, but everyone should come into the course with an understanding that I have identical expectations of my online and face-to-face students. Specifically, online students will be held accountable for the following:

· Distance education students should have a laptop with a functioning webcam and microphone. Additionally, they need to have access to a reliable, high-speed internet source. 

· Class delivery will consist of professor-led audio and video lectures and class notes (both found on the course Modules page under the appropriate unit heading.) Both are a summary of each chapter and assigned reading. 

· Healthy communication is a two-way, active process. It is my belief that students, even those in an online environment, can and must contribute to the health and well-being of the classroom culture. Accordingly, class discussions will be facilitated via the Canvas discussion board, and instructor/student meetings will take place via the WebEx platform. 

Example:
· Canvas - You should regularly check the Canvas page for this class.  Quizzes are due at the announced/posted time.  Extension of deadlines due to technology problems (computer crash/malfunctions, upload or download problems, Canvas accessibility or quiz timeouts) will only be given on a case-by-case basis and upon notification within the due date time frame.  It is your responsibility to make sure that all work is completed and correctly submitted by the deadline.  You are strongly encouraged to plan accordingly and allow sufficient time to deal with any unexpected issues that may arise.  Please note, when taking quizzes or exams through Canvas portal, make sure your internet service is reliable.  Wi-Fi can disconnect/drop causing your quiz to be submitted as is.

Example:
· Attendance Policy - Since this is a synchronous online course, your attendance is required in our scheduled class sessions. You will need to remain logged on for the entire class session to be counted as present for attendance purposes. I also encourage you to be consistently present throughout the semester on our Canvas page. The most successful students in this course stay active on the discussion boards, keep in contact with me over email when they have questions or problems, and check in with the course daily to stay on top of the fast pace of distance education classes. Although I will send out frequent reminders about the course schedule and upcoming deadlines, you are ultimately responsible for your own performance in the course and for keeping up with course materials, deadlines, and expectations. 
Example:
· Deadlines - Assignments are always due by 11:59 PM (Central) on the date listed on the syllabus. The time listed is always Central Time. If you are in a different time zone, please be sure to adjust your plans accordingly to meet the deadline at 11:59 PM Central Time, not your time zone. 
Example:
· Office Hours - I will be glad to meet with you online if you have any questions or concerns that you would ordinarily visit on-campus office hours to discuss. Please contact me to set up an appointment. We can arrange to meet through a Microsoft Teams audio or video call. 
Example:
· Assignments - Students in the campus 5 section of the course will complete the same assignments as those in the campus 1 section. The assignments will be adjusted as described below for the online course format: 
· Attendance - Attendance will be taken in synchronous online class sessions.
· In-Class Exercises - These will be conducted during the synchronous online class sessions, and students must complete them during these sessions.

· Exams – Students will take exams using Canvas rather than in person.  Students taking exams online through Canvas will be given an extra 15 minutes to take exams in order to move through questions and to add in equation information.

· Final Portfolio & Presentation - The only change to the final portfolio described 

above is that the presentations will take place online, rather than in a campus 1 class session. Students will present via Canvas in a synchronous online class session. 

Required Syllabus Statements
Beginning in Fall 2022, MSU has adopted a University Syllabus that includes all required syllabus statements and enables faculty to develop a class syllabus that predominately focuses on learning outcomes, activities, assessment, and other important class information.  The University Syllabus is loaded into all Canvas courses and can be located on the left menu bar under “University Syllabus.”  Items on the university syllabus include such items as academic integrity, disabilities accessibility, student welfare, continuity of instruction, and others.  Faculty may remove all items on the University Syllabus from their course syllabi and instead include the following statement:
University Syllabus

The Mississippi State University Syllabus contains all policies and procedures that are applicable to every course on campus and online. The policies in the University Syllabus describe the official policies of the University and will take precedence over those found elsewhere. It is the student's responsibility to read and be familiar with every policy. The University Syllabus may be accessed at any time on the Provost website under Faculty and Student Resources and at 
https://www.provost.msstate.edu/faculty-student-resources/university-syllabus 

Class Schedule and Contact Hours

Consider using a table format for clarity.  Include the titles and due dates (weeks) of major class assignments, including tests.  The UCCC does not require specific dates or the inclusion of dates when the class will not meet (e.g., spring/fall break, holidays, and reading days).  Proposal syllabi must also include an accounting of the total contact minutes for both direct and indirect instruction.  The number of required minutes for each type of course format is explained in the UCCC Guide & Format.  It is expected that over time, syllabi/course calendars might be altered slightly to reflect updates within the discipline.  For this reason, it is recommended that syllabi created for a course proposal include the required elements only.  If proposing the course for both Campus 1 and Campus 5, consider combining the schedule and contact time into one chart to demonstrate equivalency between the campuses/delivery methods.  

	Contact Minutes
(3 credit lecture)
	Week
	Topics & Assignments (F2F)
	Topics & Assignments (Online)

	Direct: 150
Indirect: 300
	1
	Large topics can span

more than one week.
	

	Direct: 150

Indirect: 300
	2
	Consider bolding assignments so the committee can easily see that all assignments are accounted for.
	

	Direct: 150

Indirect: 300
	3
	
	

	Direct: 150

Indirect: 300
	4
	
	

	Direct: 150

Indirect: 300
	5
	
	

	Direct: 150

Indirect: 300
	6
	
	

	Direct: 150

Indirect: 300
	7
	
	

	Direct: 150

Indirect: 300
	8
	
	

	Direct: 150

Indirect: 300
	9
	
	

	Direct: 150

Indirect: 300
	10
	
	

	Direct: 150

Indirect: 300
	11
	
	

	Direct: 150

Indirect: 300
	12
	
	

	Direct: 150

Indirect: 300
	13
	
	

	Direct: 150

Indirect: 300
	14
	
	

	Direct: 150

Indirect: 300
	15
	
	

	Direct: 180
	Final Exam
	An accounting of the final exam period is required.  Contact time for the final exam period should show as 180 direct minutes.
	


