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Instructions in blue should be deleted before giving syllabus to students.
Information in yellow should be included only if applicable to your course.
Helpful hints: This template uses tables, which helps keep information neat.  Knowing some basic information about using tables will help make using tables easy.  Basically you just need to type in your information and the table will expand to fit.  

Type over the black box above to insert your course number and title.
[A syllabus is a quasi-contractual document. It implies that if a student performs certain activities, gains particular knowledge, skills, understandings, and demonstrates these in certain ways, they will in return receive certain rewards (grades, units etc.). Students have held and will hold faculty accountable (and courts have supported them) for what they have or have not included in course syllabi. Clarity is recommended for all expectations, and faculty should abide by deadlines and expectations as outlined in a syllabus. A syllabus should be distributed for each class at the beginning of the term. Due dates for assignments and dates for scheduled tests should be included on the syllabus, and should not be changed except in unavoidable circumstances, with as much forewarning as possible, and also, with some accommodation for problems this may raise for students. 

While faculty members have considerable latitude in the development of their courses, institutional academic policies have priority over individual class policies. Thus grading standards as outlined in the catalog, excused absences for those attending school sponsored events, deadlines for add/drops, withdrawals, etc., may not be changed by individual faculty members for their classes.  

Faculty must submit an electronic copy of each syllabus to the appropriate dean's assistant.  S/he will place it in a secure place on the university network for viewing by the provost and the librarian. Current course syllabi need to be on file to meet WASC guidelines. An updated syllabus is requested each semester that a course is taught.]  

[Insert the appropriate information in the following tables.]

	Semester & Year: 
	
	Instructor: 

	Units: 
	
	Phone: 
	Est. response time: 

	Drop Deadline (w/o grade penalty): [Check catalog]
	
	Email: 
	Est. response time: 

	Drop Deadline (for partial refund): [Check catalog
	
	Office: 
	Hours: 

	Course Evaluation Date: 
	
	FAX: 
	

	Final Grades Posted by: [Check academic calendar:]
	
	
	

	Regular Meeting Times: 
	
	Website: 


[Include the following table if you have an assistant:]
	Assistant:

	Phone:
	Est. response time:

	Email: 
	Est. response time:

	Office:
	Hours:

	FAX:
	

	
	

	Website: 


Other Meeting Times

[Include field trips, synchronous online meetings, etc.]
Overview

[Provide an introduction to the subject matter and show how the course fits in the university or department curriculum. Explain what the course is about and why students would want to learn the material.]

Catalog Course Description
[Take directly from current catalog.]

Prerequisites/Corequisites
[Help students realistically assess their readiness for your course by listing the knowledge, skills, or experience you expect them to already have or the courses they should have completed. Give students suggestions on how they might refresh their skills if they feel uncertain about their readiness. List any course which must be taken concurrently with this one.] 

Required Text
[List the standard textbook(s) for this course. Do not change without program director approval. Include authors, edition numbers, and information on why these particular readings were selected. When possible, show the relationship between the readings and the course objectives, especially if you assign chapters in a textbook out of sequence.]

Other Course Materials/Technology 
[Identify additional materials or equipment need for the course. For example, do students need lab or safety equipment, art supplies, calculators, computers, online connection, drafting materials.  If you will place readings on reserve in the library, you might include the call numbers.]
Learning Outcomes

[List the standard objectives for this course. Do not change without academic committee approval. ]

Outline of Topics Covered

[Clarify the conceptual structure used to organize the course. Students need to understand why you have arranged topics in a given order and the logic of the themes or concepts you have selected.] 

Instructional Methodology/Mode of Delivery
[Describe the format or activities of the course. Let students know whether the course involves fieldwork, research projects, lectures, discussions with active participation, and the like. Which are required and which recommended? For online courses include how to get started, technology used, how students will interact, etc.]
Cohort Model: Fresno Pacific University is a community of learners and each cohort is a special group of students who will be learning together throughout their program.  To help build this community students eat dinner together during class.  Students organize the meals, with 20-30 minutes being allowed for dinner.  Students, with faculty support, are also encouraged to lead a devotional/prayer time to begin each class.  Ten minutes is allowed for devotions/prayer. [DC Cohort classes]

Assignments & Tests
[State the nature and format of the assignments, the expected length of essays, and their deadlines. Give the examination dates and briefly indicate the nature of the tests (multiple-choice, essay, short-answer, take-home tests). How do the assignments relate to the learning objectives for the course? In setting up the syllabus, try to keep the workload evenly balanced throughout the term. Let students know whether they are required to do the reading before each class meeting.
Provide a course calendar or schedule.  The schedule should include the sequence of course topics, the preparations or readings, and the assignments due. For the readings, give page numbers in addition to chapter numbers--this will help students budget their time. Exam dates should be firmly fixed, while dates for topics and activities may be listed as tentative. Provide an updated calendar as needed. 

Estimate student work load. Give students a sense of how much preparation and work the course will involve. How much time should they anticipate spending on reading assignments, problem sets, lab reports or research? Total time, including class time, should be at least 45 hours/unit.]  

	Date Due
	Assignment
	Est. Time to complete (hours)

	
	
	

	
	
	

	
	
	

	
	
	


[Expand table by inserting rows.] 
Directions for Submission of Assignments
Students should include the following information on all assignments: student name, faculty name, cohort, course number, location of class

[List other directions you wish to include.]
Other Course Requirements

[List other course requirements.  For example, are students required to attend an office hour or form study groups?] 

Makeup Work/Late Assignments
Only one class may be made up.  [DC course policy]
[Clearly state your policies regarding turning in late work; missing homework, tests or exams; make-ups; extra credit; requesting extensions; and reporting illnesses. Include a description of students' responsibilities in the learning process and the professor’s responsibilities.]
Assignment Point Values

Indicate the components of the final grade and the weights assigned to each component (for example, homework, term papers, midterms and exams). Students appreciate knowing the weighting because it helps them budget their time.
	Assignment
	Point Value

	
	

	
	

	
	

	
	


Grading Policies/Rubrics

[State how students will be evaluated and how grades will be assigned. Describe the grading procedures. Will you grade on a curve or use an absolute scale? Will you accept extra-credit work to improve grades? Will any quiz grades be dropped? See the "Grading Practices" section in the university catalog. Insert the standards that will be followed in grading assignments and tests. What are your expectations for written work?]
Final Grades
[Choose the table you will use, insert the points and delete the other tables.]

	Letter Grade
	Points

	A
	

	A-
	

	B+
	

	B
	

	B-
	

	C+
	

	C
	

	C-
	

	D+
	

	D
	

	D -
	

	F
	

	UW
	Attended little or not at all


If you believe any grade to be in error, please discuss it with me.  If you are not satisfied with our discussion, you make take your concern to the dean of this school.  Contact me, your program director or your advisor if you feel like you need help with this course.
Supplementary Materials/Services for Success in this Course
[Include supplementary material to help students succeed in the course. For example consider providing one or more of the following: 

· Helpful hints on how to study, take notes or do well in class 

· Glossary of technical terms used in the course 

· References on specific topics for more in-depth exploration  

· Bibliography of supplemental readings at a higher or lower level of difficulty, in case students find the required text too simple or too challenging  

· A list of campus resources for tutoring and academic support, including computer labs  

· Online resources that may be helpful to students]  

This section must be included in all syllabi.
UNIVERSITY POLICY SUMMARIES
For complete policy details check the current Academic Catalog.
Attendance Policy

The university expects regular class attendance by all students Those students who will be absent for an extended period of time should contact their program director or advisor who will discuss the options available, such as a leave of absence.  

Degree Completion students who miss two class sessions cannot successfully complete the course. Missing twenty minutes of a class session is counted as an absence.  Being late (1-19 minutes) three times equals one absence.

Registration

Only individuals who are registered may attend classes.  Non-registered students may not turn in assignments, take tests or receive grades.

Academic Honesty/Integrity 
Everyone who participates in the educational process at FPU is expected to pursue honesty and integrity in all aspects of their academic work. Cases of academic dishonesty are first handled between instructors and students. Depending upon the severity of the case, consequences may range from partial credit after work is redone to expulsion from the university. As in all situations where a member of the university violates the behavioral and academic expectations of the community, opportunity for restoration and restitution will be extended to those willing to work to correct the situation and reconcile with the university community. 

Turnitin [include the following statement if you are using this software.] 
Fresno Pacific University is committed to preserving academic integrity. Students should presume that all their written work will be checked against international electronic databases of student work and published sources to detect plagiarism. These electronic databases often add the submitted material to their sources to compare against other student work. Faculty may require both digital and hard copy of assignments to facilitate the evaluation. By submitting assignments, a student agrees to these processes. 

Behavioral Standards

Student behaviors disruptive to the educational process may result in the student being dismissed from a class or a program.

Sexual Harassment Policy

Harassment of a student or an employee of the University by other students, employees, supervisors, or agents of Fresno Pacific University will not be tolerated. All reports of harassment will be taken seriously, promptly investigated and addressed by FPU in accordance with university policies and procedures.

Responsible Use of Technology

The use of campus computing resources at Fresno Pacific University is a privilege, not a right. Violations of university guidelines on computer use will result in disciplinary action, which may include any of the following: warnings, loss of computer privileges, suspension, or legal prosecution.

Students with Disabilities 
Fresno Pacific University makes every effort to arrange services and accommodations for any student with a documented disability. Students should first register in the Academic Support Center (Marpeck 105, 453-5585) which coordinates services for students with disabilities in order to arrange accommodations in the classroom. For additional information see the undergraduate student handbook, available online at fresno.edu/studentlife.  

Incompletes 

Incomplete grades are to be issued only in the case of absence from classes due to unexpected and unavoidable circumstances, such as illness, accident or death in the immediate family, which have made it impossible for the student to complete all course requirements as scheduled. A grade of incomplete is not to be issued for unsatisfactory work or failure to submit work through negligence.  Student must submit the appropriate form, available online from Registrar’s Office.
Satisfactory Academic Progress

Students are expected to make satisfactory progress toward completion of their program by maintaining an institutional grade-point average of 2.0 or higher (for associate/baccalaureate students) and 3.0 or higher (for graduate students). Institutional grade-point average is based on FPU coursework only.
CampusCruiser

CampusCruiser is the university’s Web portal and should be used to access everything related to university online content, including event calendars, schedules, classes, campus life and email.  Students are expected to check their fpu.edu email on a frequent and consistent basis (at least weekly.)
Student and Faculty Dispute Resolution

Occasionally a student may find cause to question the action of a professor regarding requirements of a course, teaching effectiveness, comments made in a class that seem derogatory or inflammatory, criticism of the student, general performance or sanctions given for academic dishonesty. Students should first discuss their concerns with the instructor. If the student and faculty member cannot resolve the issue satisfactorily or if the student does not feel comfortable speaking directly with the instructor the student should consult with the chair of the division in which the course is lodged, who will attempt to resolve the issue. Decisions may be appealed to the dean of the appropriate school for a final resolution. 
Right to Petition

Request for exception to academic policies may be made when there are extenuating circumstances such as a serious medical condition, a death in the immediate family or other traumatic, unforeseen events.  Students should complete a petition form, along with the nonrefundable fee, and submit it to the Registrar’s Office. Petitions will be forwarded to the appropriate academic official or committee for consideration and decision.
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Revise header info for your school.
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