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[bookmark: _Toc1632523640]About This Syllabus Template
The University and the BGSU Faculty Association (FA) share a common goal of supporting student success. Article 9, Section 2.7 of the Collective Bargaining Agreement (CBA) states the following minimum expectations for inclusion in your course syllabus:
· A clear statement on course expectations
· The schedule and methods of assessment
· Indicators of support for student success
· Pedagogical efforts that engage students in the learning process
In addition to the list above, holding office hours is also expected. Office hours may be listed in multiple locations in the syllabus. Article 26, Section 3 of the CBA states the following: 
· BUFMs are expected to hold office hours. 
· BUFMs may hold office hours in-person and/or virtually, as appropriate for and in consideration of the mode(s) of instruction of their assigned course sections.
Beyond the CBA’s expectations, the University requires that all syllabi include the statements in the Required University Policy Statements section. These statements are based on obligations imposed by state and federal law. Please note, the Remotely Proctored Testing statement is only required if the instructor is utilizing remotely proctored testing. Other sections of this template may be removed or modified based on your course.
The following template was developed by the Center for Faculty Excellence (CFE). The template follows the above recommendations and provides additional suggestions and example statements and policies. If you would like assistance developing your syllabus, please schedule a consultation with a CFE instructional designer. 
ACCESSIBILITY NOTE: This syllabus template meets accessibility requirements. When you make changes, please be sure to use Word Headings and Styles appropriately. If you are unsure how to use these or how to create an accessible Word document, please refer to the resources below: 
· Creating Accessible Documents: Microsoft Word (WebAIM)
· Create Accessible Documents (Section508.gov)
· Check the Accessibility of Your Document (Microsoft)
[bookmark: _Toc1822177921]Directions for Using This Syllabus Template
To use this document: 
1. This syllabus template is for use in in-person courses. 
2. Save a copy of this syllabus template. Use a naming convention that will be easily recognizable for you and your students such as Semester_Year_Course Prefix_Course Number (Fall_2025_BGSU_1910). 
3. Create your syllabus based on the template. Include any sections labeled the Required—these sections are required by state and/or federal law. Sections that meet the CBA’s expectations listed above are indicated in [bold in the bracketed description]. Required sections include: 
a. Instructor name
b. Instructor professional credentials (e.g., highest degree earned and any other relevant qualifications or licenses)
c. Recommended readings for the course
d. University Policy Statements
e. Course calendar
4. Use headings for easy navigation and accessibility. This syllabus template has been created using headings. If you add additional sections, headings can be added using Styles within Microsoft Word. Please see the descriptions for the headings used below:
a. Headers indicate a recommended syllabus section. 
b. Headers in brackets indicate syllabus sub-sections that you may or may not choose to include depending on your course (e.g., Course Instruction Mode sub-section headings, Attendance Policy sub-section headings). 
c. Guidelines for each syllabus section are [placed in brackets] at the beginning of each section. Delete these instructions and/or headings when creating your syllabus.
5. Sample syllabus statement(s) for each syllabus section is provided in plain, non-italicized text that is not in brackets. Use and/or modify these statements for your syllabus as needed. Please note: Statements in the Required University Policy Statements section must be included in your syllabus and may not be modified. 
6. Include URLs as descriptive links (a hyperlink in the context of a sentence) rather than the URL itself for the electronic version of your syllabus. For example, “Visit the CFE’s website to request a consultation” rather than “Visit the CFE’s website to a request consultation https://www.bgsu.edu/center-for-faculty-excellence/schedule-a-meeting-with-a-cfe-instructional-designer.html”. Should you provide students with printed copies of your syllabus, we recommend including full URLs (for the printed versions only).
7. Delete the first three pages of this document and all text that is between brackets (e.g., [brackets]). Please note that some of the suggested headings may be in brackets—delete the headings and any text in the subsequent sections that does not apply to your course. 
8. Post your syllabus in Canvas, the Learning Management System (LMS), use the Copy feature in Word and Paste the text in the Syllabus section of your Canvas course. The formatting, such as headings and links, will copy over to Canvas. Please note that when you copy your syllabus into Canvas, the A11y tool (Canvas’ accessibility checker) may flag some of the headings. The A11y tool will walk you through the steps to remediate. An example of the steps to take using the A11y tool can be found below. For assistance copying your syllabus into Canvas, please complete an Instructional Design Consultation Request Form:
a. This is what A11y may flag: “The first heading on a page should be an H2.”
b. When you see this, a drop-down menu will appear:  
i. Select “change only this heading’s level”
· The following warning pops up: “You may need to adjust additional headings to maintain page hierarchy.”
ii. This is expected; simply click “apply”. 
iii. The next heading will appear. Repeat steps i and ii for the remaining ten headers.
9. Save your syllabus as a PDF. BGSU students have indicated that they prefer to also have access to a PDF copy of the syllabus to download. If you have followed the formatting guidelines in this template (e.g., headings and style), your PDF will be accessible and require no remediation. If you upload your syllabus PDF to Canvas and notice a yellow, orange, or red gauge symbol, please click on the symbol to view accessibility suggestions from the Ally tool. 
We encourage you to use this syllabus template and modify or include language that is specific to your college and/or department.
Aspects of this template were modified from the University of Cincinnati’s Center for the Enhancement of Teaching & Learning. 


Syllabus
[bookmark: _Toc1015577591]Course Number, Title
[Class Meeting Time and Place] [Lab Meeting Time and Place]
[Please note: the inclusion of instructor name and credentials (e.g., highest degree earned and any other relevant qualifications or licenses) is required by the University, based on obligations imposed by state law.]

Instructor Name 
Instructor Professional Credentials 
Email, Phone
Office Location
Office Hours [List office hours to address Article 26, Section 3 of the CBA. Include Date/time/location or modality.]

[bookmark: _Toc712324807]Instructor Introduction/Welcome
[Create a self-introduction to share with your students. The syllabus is often the first chance for your students to “meet” you and can help students feel welcome in your course. In your course, include a warm welcome and course tour video that can be linked in the syllabus and located at the start of the course. Begin your syllabus self-introduction by sharing a bit about your background, including your academic and professional journey, and your passion for the subject you teach. Highlight your enthusiasm for the course and your eagerness to support students in their learning journey. Make sure to express your openness to communication and encourage students to reach out with any questions or concerns.]
[bookmark: _Toc706895975]Course Overview, Description, Purpose
[Provide a short course description, overview, and purpose. We recommend using the Course Catalog description and including your own overview of the course focusing on the knowledge, attitudes, skills, and abilities students will practice or acquire. Use student-centered (second person), plain language to describe how the course will contribute to their personal, professional, or curricular goals.]
[bookmark: _Toc1472645116]Course Learning Outcomes & Expectations
[Develop a list of course learning outcomes written from the student perspective (i.e., By the end of this course, you will be able to…). Learning outcomes should be measurable and clearly articulate specific knowledge, skills, and abilities students will develop over the course of the semester. The Office of Academic Assessment and CFE have developed a resource for Writing Clear and Challenging Learning Outcomes. Completing this section will fulfill the CBA expectations for Course Expectations. It may also be helpful for students if you describe or outline the alignment between the course learning outcomes, module or unit-level learning objectives, and assessments. A list of module-level learning objectives may be recorded in the course schedule at the end of this template.]
[bookmark: _Toc1999988753]Pre-requisites/Prior Knowledge
[If applicable, briefly explain how this course fits sequentially with other courses in your program. We recommend an explanation rather than a list of courses.]
[bookmark: _Toc540814616]Course Structure
[Describe a typical class period or module and how you expect to use Canvas. Clearly explain how students will navigate through the course using Canvas and include any important deadlines and the format of assessments. This helps students understand the flow of the course and what is expected of them. Finally, detail the ways in which you will interact with students such as, providing timelines for receiving feedback, timelines for graded assignments, office hours, and announcements.] 
Course Name [XXXX] is a 15-week course conducted in person. While this is an in-person class, learning materials, assignments, and some learning activities will be accessed using BGSU’s Learning Management System called Canvas. When we meet for our regularly scheduled class times, you will be expected to participate in in-class activities, engage with the learning materials, and/or complete assignments. Weekly quizzes will be conducted during class on [day of the week]. Course reflection papers and writing assignments will be due at the start of each class on [day of the week]. Please use the course schedule, Canvas announcements, and in-class announcements to keep yourself on track.
Your cumulative project at the end of the course will involve developing a training program for topic [xyz]. You should plan to use your weekly assignments and class discussions to gain information and resources for your final project. A resource tracking document can be found in the course materials, but should be used throughout your studies. Keeping up with the course pace is important for you to fully engage with the course content and with your fellow learners.
After completing a learning activity or assignment, I will do my best to provide feedback and complete grading within [x days] of the due date. If I am not able to complete feedback/grading within [x days], I will inform you. 
Every week I have dedicated time scheduled to meet with students, which are what I will refer to as office hours. Office hours are a great time for you to ask questions about course content and assignments and discuss feedback. My office hours are from [time range] on [day(s) of the week]. Please email me to schedule an appointment during these times. If there are changes to my office hours, I will notify you in class and via a Canvas announcement. 
[bookmark: _Toc837644831]Course Instruction 
[Describe your teaching methods and instructional strategies you plan to use. and expectations for engagement such as the frequency of interactions with others in the course and the type of work students will be expected to complete. Explicitly stating expectations and outlining teaching methods will be especially beneficial for students who may not be familiar with active learning, flipped courses, etc. Completing this section will fulfill CBA expectations for Pedagogical Efforts.]
During class, I will use a variety of teaching strategies that may include asking you to review material before class to engage in small group collaboration/discussion and whole group discussion. Additionally, I may lecture and incorporate various active learning strategies. I will do my best to share the purpose of activities and how they will help you succeed in the course. Some weeks I may ask you to complete activities such as discussion boards outside of our regularly scheduled class time. 
[bookmark: _Toc1822617935]Course Materials
[Provide a list of required texts including at least the authors and titles. Additionally, list specific equipment, software, and technology that is required for your course. As you develop this section, provide your students with answers to the following questions:
· Why did you choose each of the texts you’ve required?
· How should students read required texts?
· What function does reading serve in this course?
· Are there optional texts, materials, or technology that may be helpful resources for students?]
[bookmark: _Toc1457305288]Grading Policy & Assessments/Assignments/Learning Activities
[Your course grading policy should be stated clearly, available at the beginning of the course, and consistent throughout the course. We suggest that this section include a breakdown of how grades will be determined, including what each major assignment is worth and how numerical scores translate into letter grades. This section might also include your perspective and method for evaluating participation, both inside and outside the class. Consider briefly articulating the importance of particular assignments and how they support specific course learning outcomes. If you would like to talk about grading and assignment options, you can request a consultation with a CFE Instructional Designer.]
[bookmark: _Toc1925639240]Grading Policy
[Review BGSU’s undergraduate and graduate grading policies for additional information. Please be aware that grades and other confidential material should not be sent via email. Use the grading function in Canvas to communicate grades to students.]
[bookmark: _Toc1089517540]AI Use Guidelines
[You should be transparent with your students about your expectations regarding generative artificial intelligence (genAI) tool use in your classroom. We recommend outlining your overall guidelines and expectations regarding genAI use, whether you want to encourage your students to use AI, want them to use it in specific ways for specific assignments, or prohibit its use all together. It is also helpful to provide students with your reasoning for the guidelines you provide and any consequences that may come of improper use of AI tools. Please consult with your department about the penalties for AI use prior to outlining them in your syllabus. To explore your initial intuitions about AI use, review Wake Forest University Center for the Advancement of Teaching’s guide on “AI Expectations”. You can also consult their guide on “Developing an Effective Approach for AI in Your Classroom“.
If you want students to use AI in specific ways or on specific assignments, we recommend you provide additional guidance in the Key Assignment/Assessment section below. 
Example guidelines for AI use, conditional use, and prohibition are outlined below. You can find other examples (including discipline-specific examples) in this repository. For additional resources regarding generative AI, consider visiting the CFE’s Generative AI Literacy Repository. The CFE has adapted an AI Literacy module for students that can be used in your course(s) or as supplemental material. You can share this link with students if you would like to use the module as supplementary material outside of your Canvas course. If you’d like to import the module into your existing course(s), please schedule an instructional design consultation and choose “Import AI Literacy Module” as your consultation topic. 
*The examples below were adapted from Temple University’s Center for the Advancement of Teaching “Sample Syllabus Statement for the Use of AI Tools in Your Course” guide.
[bookmark: _Toc179530530][Use Permitted]
[The guidelines below are useful when AI tool use is encouraged or expected in the course. If you require students to cite AI as a source, be sure to include appropriate citation information for your discipline.]
You are welcome/expected to use generative AI tools (e.g. ChatGPT, Dall-e, etc.) in this class as doing so aligns with the course learning goal [insert the course learning goal use of AI aligns with]. You are responsible for the information you submit based on an AI query (for instance, that it does not violate intellectual property laws, or contain misinformation or unethical content). Your use of AI tools must be properly documented and cited in order to stay within university policies on academic honesty. For example, [insert citation style for your discipline].
[bookmark: _Toc445156071][Use Conditionally Permitted]
[This set of guidelines is helpful when you are allowing the use of AI tools for specific purposes and not for others. Adjust the guidelines to fit your course.]
The use of generative AI tools (e.g. ChatGPT, Dall-e, etc.) is permitted in this course for the following activities:
· Brainstorming and refining your ideas; 
· Fine tuning your research questions; 
· Drafting an outline to organize your thoughts; and 
· Checking grammar and style.
The use of generative AI tools is not permitted in this course for the following activities:
· Impersonating you in classroom contexts, such as by using the tool to compose discussion board prompts assigned to you or content that you put into a Zoom chat. 
· Completing group work that your group has assigned to you, unless it is mutually agreed upon that you may utilize the tool. 
· Writing a draft of a writing assignment. 
· Writing entire sentences, paragraphs or papers to complete class assignments.
[bookmark: _Toc1235321355][Use Prohibited]
[The following statement is useful when you are prohibiting the use of all AI tools for any purpose in your class.]
Generative AI technology is advancing rapidly, and there are many instances where it will be a key tool in your schoolwork and career. For the purposes of this class, I am asking all students to pledge that they will not use these technologies. I believe this is key for this learning environment because I want you to learn how to critically engage with the material I'll be discussing, including learning how to search for and identify relevant sources, synthesize these materials, and make recommendations without the aid of technology. Artificial Intelligence cannot do this learning for you. If you are found to have used ChatGPT or the like to complete an assignment, you will receive a grade of zero for that assignment.
[bookmark: _Toc270259267]Key Assignments/Assessments 
[In this section, briefly describe key assignments, how they will be assessed, the format of the assignments, how they support specific course learning outcomes, and if applicable, specific instructions for AI use or prohibition. Sharing this information with your students can increase the likelihood of their success and address common questions about assignments. Completing this section will fulfill the CBA’s expectation for Methods of Assessment.]
[bookmark: _Toc992454712][Assignment/Assessment Title] 
[Provide an overview of the assignment purpose and connection to course content. Describe the evaluation criteria and which course learning outcome(s) the assignment will assess. For resources of transparent assignment design, visit the Transparency in Learning and Teaching (TILT) website. Include each key assignments/assessments/exam in this section. If applicable, include specific instructions regarding AI-use and/or prohibition on assignments.]

[bookmark: _Toc301915330]Submitting Assignments/Assessments
[Explain how and where you want assignments submitted. Make clear to the students whether the assignments will be turned in during class or through Canvas. If you plan on using both methods, be sure to include which assignments will be turned in during class time and which will be submitted through Canvas. Have a back-up plan for submitting assignments if Canvas is down. Include any specifications for the format of the assignment. Also include where students will locate their graded and returned assignments. Providing feedback on assignments is also important for student learning—consider including information about how students can view your feedback. You can use the Canvas Speedgrader to provide feedback (written, audio, video) to students.  Completing this section will fulfill the CBA’s expectation for Methods of Assessment.]
Most assignments will be submitted using Canvas. There will be a few assignments throughout the semester where you may be asked to submit a physical assignment during class. I have marked how each assignment should be submitted in the Course Agenda section of this syllabus. The assignments you turn in during class will be returned once they have been graded. The assignments you submit through Canvas will be returned to the same location. I provide feedback on your assignments in Canvas. Review this Canvas Community guide for information about how to view my feedback.  
If you are unable to gain access to Canvas to turn in your assignment, please send it by email to [youremail@bgsu.edu], using the conventions given under Communication. I will only accept assignments by email during emergency situations.
[bookmark: _Toc2147110967]Academic Honesty Policy/Code of Academic Conduct  
Academic honesty enhances and sustains an environment of ethical and principled intellectual pursuit. BGSU has adopted a Code of Academic Conduct to communicate that cheating, plagiarism, and other forms of academic dishonesty are destructive to the mission of the University. You are expected to have read and understand the Academic Code of Conduct, as unawareness of the policy is not a defense. Violations include, but are not limited to, using unauthorized assistance, materials, or study aids (such as generative artificial intelligence), fabrication, plagiarism, and helping another commit an act of academic dishonesty. as unawareness of the policy is not a defense. Violations include, but are not limited to, using unauthorized assistance, materials, or study aids (such as generative artificial intelligence), fabrication, plagiarism, and helping another commit an act of academic dishonesty.
[bookmark: _Toc1132104737]Make-Up and Late Assignment/Exam Policy
[Provide specific information about when an assignment is considered late (e.g., date and time), how long students will have to make up assignments/exams, and what types of assignments/exams can and cannot be made-up or submitted late.]
All weekly assignments are due by Sunday at 11:59 pm. Labs may be turned in late but are subject to a 20% reduction if they are submitted within 5 days following the due date. Any work submitted after the 5-day grace period will not receive any credit. 
All assignments and exams must be submitted by the class meeting time on the date they are due. Late assignments and exams will not be accepted. There is no partial credit given on late assignments; late assignments will result in “0” points. 
[bookmark: _Toc1210910243]Withdrawal Policy 
[Reiterate to students any pertinent information about the University withdrawal policy (undergraduate or graduate) such as important deadlines. Students must withdraw from a course before the 12th week of a 15-week course (with college permission). Consider including an articulation of how early-term assessments and assignments might help students gauge whether they are a good fit for a course and whether/when they might consider withdrawal. If your course is a summer course or fewer than 15 weeks, please visit the Registration and Records academic calendar page with information regarding important dates for all course durations.] 
[bookmark: _Toc1239256971]Classroom Procedures/Policies
[bookmark: _Toc938595936]Communication 
[Let students know when and how to expect communication from you. Do you send weekly emails? Is special information placed in the Canvas announcements section? What response time should they expect on emails? When should they expect assignments graded and returned? Do you have special instructions for the subject line of emails students send to you?]
The best way to reach me is via email. My official BGSU email address is [youremail@bgsu.edu]. When sending an email message, you can expect a response within 24 business hours. If you have not received a response, please try to contact me again, this time via phone. 
For urgent matters, I can be reached by phone at [your office/cell phone number]. Please leave a detailed message if I don’t answer.
If you would like to send me email, please add the following to the subject line: "<course prefix>: <Student's last name, first name>". Since I get a variety of emails each day, I do not read all emails I receive. By having this heading in the subject line, I will read your email immediately.
Additionally, I can be reached using the Canvas Inbox. This feature will allow us to communicate via Canvas but will also send us each an Outlook email. Again, please use a subject line that includes:
"<course prefix>: <Student's last name, first name>".
Canvas announcements will be posted frequently on the announcement page or communicated via e-mail. You should check the announcement page and your e-mail regularly in order to access course-related announcements.
Written or audio feedback will be given on assignments and assessments throughout the course within [x hours]. Please review the feedback, and add comments, questions, or elaborations on the annotated feedback in Canvas. For individual matters regarding grades or feedback, please email or use Canvas Inbox to message me directly.
[bookmark: _Toc1765788368]Guidelines for Classroom Conduct
[Set the tone for classroom discussions by clearly describing your expectations for interactions, student responsibility, and use of active listening. Consider sharing these guidelines frequently during class—especially in preparation for discussing difficult or controversial topics. Refer to the Free Speech and managing difficult classroom discussions resource for additional information.]
In this course, we value an inclusive, respectful, and collaborative learning environment. To support positive and constructive interactions, please adhere to the following guidelines throughout the course:
1. Respectful Communication: Treat all participants with kindness and respect, even when discussing complex or controversial topics. Engage thoughtfully in discussions, and ensure that your comments focus on ideas, not individuals. Personal attacks, offensive language, or any form of disrespectful behavior will not be tolerated.
2. Active Listening: Actively listen to your peers’ perspectives and engage with their ideas in a constructive manner. In online discussions, this means taking the time to carefully read and reflect on others’ posts before responding. Acknowledge differing viewpoints and ask questions that encourage further exploration.
3. Personal Responsibility: You are responsible for your learning experience, including actively participating in discussions, completing assignments on time, and seeking help when needed. Be proactive in addressing any challenges you face during the course and communicate with your instructor promptly if you need support.
4. Confidentiality and Sensitivity: Maintain confidentiality when discussing personal, professional, or sensitive matters that may arise during class interactions. Respect the privacy of your peers and create a safe space for open dialogue by not sharing or discussing what others disclose in the course outside of class.
5. Creating an Inclusive Space: We encourage diverse viewpoints and recognize that each student brings a unique perspective to the class. Engage in discussions with an open mind, and consider how your experiences and insights contribute to a broader understanding of the subject matter.
6. Managing Difficult Conversations: Disagreements are natural, but it is important to remain respectful and constructive in our responses. When engaging in sensitive topics, be mindful of your tone and language. If you feel uncomfortable or encounter a situation you cannot address productively, please reach out to the instructor for support.
7. Expectations for Discussion Participation: Online learning requires thoughtful and timely participation. Participate in discussions early in the week to allow meaningful interaction with your peers. Make sure to reference course materials in your responses and strive to expand on your peers' ideas to deepen the conversation.

Please review these guidelines periodically throughout the course, particularly when preparing for discussions on sensitive or challenging topics.
[bookmark: _Toc1080696962]Device Use and Technical Skills
[Be sure your course provides learners with information on protecting their data and privacy. A single statement about institutionally provided tools can identify all the tools the institution has vetted as compliant with the institution’s policy on student data privacy. For tools not vetted by the institution but chosen by the instructor, links to privacy policies are provided in the course. To learn more about accessibility at BGSU, visit the Accessibility Services website.]
To ensure a successful learning experience in this course, it is essential that you possess certain technical skills and digital information literacy. Specifically, you are expected to be proficient in using a computer or mobile device to access course materials, participate in online discussions, and complete assignments. Additionally, you should be comfortable navigating the Canvas learning management system (LMS), using word processing software, and conducting online research. For example, you may need to upload assignments in PDF format, participate in virtual group projects using collaboration tools like Office 365, and utilize online databases for research purposes. Clear instructions and resources will be provided to support students in developing these skills as needed.
[bookmark: _Toc65766979][Device Use in Class]
As research on learning shows, unexpected noises and movement automatically divert and capture people's attention, which means you are affecting everyone’s learning experience if your cell phone, tablet, laptop, etc. makes noise or is visually distracting during class. 
For this reason, I… 
· [ask you to turn off your mobile devices and close your laptops during class.] 
· [allow you to take notes on your laptop, but you must turn the sound off so that you do not disrupt other students' learning. If you are doing anything other than taking notes on your laptop, please sit in the back row so that other students are not distracted by your screen.]
[bookmark: _Toc1505539647]Device Recommendations
To best engage and interact with activities and assignments in Canvas for this class, you will need a computer or device with the following minimum hardware recommendations according to BGSU ITS:
· i5 or i7 Intel® Core™, Apple M series, or equivalent processor
· Minimum 256GB internal storage, 512GB preferred
· 16GB RAM
· Disclaimer: ITS does not recommend the use of Chromebooks because they are not compatible with many BGSU software applications.
[bookmark: _Toc284485615]Technology Requirements
To successfully complete learning activities and assignments for this class, you will need a computer or device with access to the following technology tools: 
· High-speed internet connection
· Word processor, spreadsheet, and presentation tool (you have access to Microsoft Word, Excel, PowerPoint and more by downloading Office 365 on the BGSU ITS page)
· BGSU email
· Canvas Computer Specifications
· Browser requirements in Canvas  
Refer to this BGSU ITS page for information about other tools you have access to through BGSU. Laptops and other technology items may be borrowed from the University Library for a designated period of time by presenting your BG1 Card or another photo ID. 
Canvas Support and Guides
To help you navigate and utilize Canvas effectively, we have compiled a list of support resources and guides.
· How do I log into Canvas
· Canvas Student Guides
· Canvas Student Video Tutorials
[bookmark: _Toc2006767756]Technical Assistance 
If you need technical assistance at any time during the course or to report a problem with Canvas, Zoom, or another technology, you can:
· Refer to the BGSU ITS Knowledge Base
· Start a chat session with a BGSU ITS representative
· Call BGSU ITS to speak with a representative at 419-372-0999
· For students from the Firelands campus, please contact BGSU Firelands Technology Support Services at 419-372-0626 or otss@bgsu.edu, Monday-Friday from 8:00 a.m. to 5 p.m.
[bookmark: _Toc2072625081]Attendance Policy
[Course attendance is an important measure of student success. Research indicates that students are more likely to attend class when attendance expectations are clear. You might consider including a discussion of how you handle make-up exams, late assignments, and outside of class group work in this section. Focus on maintaining an open, transparent, and positive tone with students. List the expectations you have for student attendance/participation in your course and what activities you expect on a regular basis. Identify the number of hours students should expect to spend on coursework both inside and outside of class, the activities required, first day of semester attendance requirement, etc. Explain the process you will take if the student is excessively absent. 
For Title IV federal financial aid purposes, a school must demonstrate that a student participated in a class or was otherwise engaged in an academically related activity. 
Some examples of acceptable evidence of academic attendance include: 
· Physically attending a class where there is an opportunity for direct interaction between the instructor and students
· Submitting an academic assignment
· Taking an exam, an interactive tutorial, or computer-assisted instruction
· Attending a study group that is assigned by the institution
· Participating in an online discussion about academic matters
· Initiating contact with a faculty member to ask a question about the academic subject studied in the course.]
Your learning depends on participation in class activities. By attending class regularly, you will have access to discussions, collaborative activities, and in-class review sessions. Your attendance will be recorded each week by completing an exit ticket related to the content and learning activities for that day. Attendance is expected unless you are ill or have a valid reason. Contact me in advance via [preferred communication channel] if you’ll be absent. In this course, missing 3 or more classes will result in dropping your grade 1 letter grade. If you have to miss more than 3 classes, please email me as soon as possible to discuss ways to help you participate in classroom activities asynchronously as appropriate.
[bookmark: _Toc1565853323][Attendance Not Required]
As in all university courses, attendance and participation are important measures of student success. By attending class regularly, you will have access to low-stakes assessments, discussions, collaborative activities, and in-class review sessions. In this course, attendance is not recorded. Your attendance and participation are still expected. Missing an exam or activity without previous approval will result in failing that exam or activity. 
[bookmark: _Toc2012509278]Participation/Interaction 
[Clearly outline your expectations for participation during in-person classes. For additional examples of instructors’ participation statements, please visit Carnegie Mellon’s Eberly Center for Teaching Excellence and Educational Innovation page.]
Our time in class is the opportunity to actively engage with the material we are exploring. Participation during class is crucial because it is an important avenue for learning. I encourage you to be active in every class session. This participation grade serves as a way to credit you with the effort and work you are putting into the class in and out of the classroom. However, I understand that we all have different levels of comfort regarding speaking in class. There will be a variety of ways to participate in class including speaking to the whole group, engaging in small groups activities and discussions, and completing in-class activities such as exit tickets. If you are fully engaged in at least two of those three activities, you will earn full points for a total of [xx]. Only participating in one of those activities will earn you half of the participation points for that day. If you are not participating at any of those levels you will not earn points. I will communicate your grade to you every week via Canvas. I encourage you to contact me so we can find ways to make participation work for you in this class. Any class missed will not impact your participation grade as long as you are within your allotted absences. 
[bookmark: _Toc1222635865]Class Cancellation 
[If you plan to provide class materials and/or activities online to replace a class that was cancelled, we suggest including how this will be communicated to students. Be sure to direct students to information about technology required to hold remote class sessions in the case of cancellation or closure. For emergency situations, please refer to BGSU’s emergency cancellation/delay policy.]
If I need to cancel or alter the modality of class, I will inform you at least 24 hours in advance. If I’ve decided not to cancel class and instead move the class to Zoom, I will ensure you have access to materials and the Zoom link in our Canvas course. For information about how to download Zoom on your device, please visit the BGSU ITS Knowledge Base page on Zoom access. Please see the University Closure information on page [x] for information about what to do if the University closes due to inclement weather or other circumstances.
[bookmark: _Learning_Support_Services][bookmark: _Toc1524806914]Learning Support Services & Resources
[The following are examples of important services and resources for your students. Some students may not be aware of these resources so listing them may be very beneficial for them. Completing this section will fulfill the CBA expectations for Indicators for Support of Student Success.]
[bookmark: _Toc464202930]Learning Commons [Bowling Green Campus]
The Learning Commons provides free tutoring services to all BGSU students and is located on the 1st floor of Jerome Library. The Learning Commons provides “one-stop-shop” academic support in the areas of Academic Coaching, Supplemental Instruction, Writing Consultations, Math/Stats Tutoring, subject groups, and individual assistance. 
· For more information, visit The Learning Commons course-based tutoring page. For support with a course, please contact the Learning Commons using this form. 
· For assistance with the writing process, you may submit your paper for review using the inquiry form on the Online Submission page.
[bookmark: _Toc688519729]The Teaching and Learning Center [Firelands Campus]
The Teaching and Learning Center at Firelands provides free tutoring services to all BGSU Firelands students and is located on the 2nd floor of the North Building. Contact the Writing Lab if you need online help with the writing process.
[bookmark: _Toc786566751]University Libraries [Bowling Green Campus]
Looking for help with your research papers? Look no further than the University Libraries! Gain access to a wide array of information services and resources to support your classes, including books, e-books, journal articles, databases, special collections, and comfortable study spaces. Need a charger, laptop, or calculator? We've got you covered! The University Libraries is your go-to resource, anytime, anywhere! 
· For immediate assistance with your research, take advantage of our Ask Us! service, where our knowledgeable librarians and library staff can assist you in person at the Information Desk, via phone, email, or online chat. 
· You can also schedule an Individual Research Appointment with a librarian to receive personalized help with your research assignments, either in person or virtually.
[bookmark: _Toc1473795327]BGSU Firelands Library [Firelands Campus]
The BGSU Firelands Library supports the teaching, learning, and research mission of BGSU by advancing scholarship and creativity through access to collections and user-centered services that connect faculty and students to high-quality information resources. For more information and research support, contact the library at 419-372-0739; firelib@bgsu.edu.
For immediate assistance with your research, take advantage of the Ask Us! service, where our knowledgeable librarians and library staff can assist you in person, via phone, email, or online chat.
[bookmark: _Toc1200226418]Mental Health [Bowling Green Campus]
Your mental health is important to me. If you are currently experiencing a crisis, call (419-372-2081) or visit the Counseling Center website. An on-call counselor is available Monday-Friday from 8am-5pm. The BGSU Counseling Center also provides a number of services such as individual counseling, Counseling Center groups, Let’s Talk sessions, and other non-emergency services, and pre-recorded workshops. In collaboration with other campus partners, after-hours mental health support is available during the academic year via the BGSU Crisis Response Team.
[bookmark: _Toc229449713]Mental Health [Firelands Campus]
Your mental health is important to me. If you are currently experiencing distress, call (419-372-2081) An on-call counselor is available Monday-Friday from 8am-5pm. The BGSU Counseling Center also provides a number of services such as individual counseling, Counseling Center groups, virtual Let’s Talk sessions, and other non-emergency services. You can also access resources at Wellness @ BGSU Firelands. 
[bookmark: _Toc1154273512]Falcon Food Pantry
The Falcon Food Pantry is here to support you with nutritious and accessible food. Students, faculty, and staff are welcome to stop by once a week to select a bag of food and hygiene items. The Falcon Food Pantry is located in 109 Central Hall and is open on Mondays and Thursdays from 12:00 PM to 3:00 PM and Wednesdays from 2:30 PM to 5:30 PM. Please bring your BGSU ID card with you.
[bookmark: _Toc553447738][Required] University Policy Statements 
[The inclusion of the statements below in all course syllabi is required by the University, based on obligations imposed by state and federal law. Please note, the Remotely Proctored Testing statement is only required if the instructor is utilizing remotely proctored testing.]
[bookmark: _Toc914127765]Student Conduct
A community exists on the basis of shared values and principles. At BGSU, students, recognized student organizations, and student groups are expected to uphold and abide by certain standards of conduct. You should familiarize yourself with the Codes, which create a set of expectations for student conduct, ensure a fair process for determining responsibility when student behavior may have deviated from those expectations, and provide appropriate sanctions when a student and/or student organization has violated the Code(s). 
· Students who violate faculty expectations as outlined in the syllabus may be subject to conduct action. 
· If you have questions, please do not hesitate to contact the Office of the Dean of Students at 419-372-2843 or odos@bgsu.edu.    
· View the Student Handbook.   
· Learn more about and view the Code of Academic Conduct. 
· Learn more about and view the Code of Student Conduct. 
[bookmark: _Toc1838777429]Title IX
Bowling Green State University (BGSU) does not discriminate on the basis of sex and prohibits sex discrimination, including sex-based harassment, in any education program or activity that it operates. BGSU’s nondiscrimination policy and grievance procedures can be located on the Title IX page. To report information about conduct that may constitute sex discrimination or to make a complaint of sex discrimination under the Title IX policy, please refer to the See it. Hear it. Report it. page.  Faculty members are considered “mandatory reporters” and are required to report incidents of sexual misconduct and relationship violence to the Title IX Coordinator.  
If you have any questions about Title IX, you can contact BGSU’s Title IX Coordinator in person at, 207 Hayes Hall, by email at titleix@bgsu.edu, or by phone at 419-372-8476. 
[bookmark: _Toc1416634524]Accessibility Services
Accessibility Services provides equal access and reasonable accommodations to students with disabilities attending BGSU. Students wishing to discuss their eligibility for such accommodations are encouraged to contact the office at phone: 419-372-8495, fax: 419-372-8496, or email: access@bgsu.edu. 
[bookmark: _Toc1779315114]Religious Accommodations
[Throughout the semester, if questions arise related to the application of the Religious Accommodations policy, please reach out to your Chair/Director and/or Dean.] 
In addition to participation/attendance/absence policies already listed, you may have up to three (3) excused absences each academic semester, without penalty, to take time off for reasons of faith or religious or spiritual belief system or to participate in organized activities conducted under the auspices of a religious denomination, church, or other religious or spiritual organization. You are required to notify me in writing of specific dates requested for excused absences and/or alternative accommodation no later than fourteen (14) calendar days after the first day of instruction for this course. After necessary notification, you should consult with me to determine an appropriate alternative opportunity that will be provided to help you complete your academic responsibilities for the course. These requests will remain confidential. The Office of Registration & Records maintains a list of accommodated religious holidays. Please note that this list is not exhaustive of all holidays. For more information about the Student Religious Accommodations policy, you may contact the Dean of Students at odos@bgsu.edu or 419-372-2843.  
[bookmark: _Toc1681853356]Freedom of Expression
Bowling Green State University, as a public institution, is committed to freedom of expression and the rights protected by the First Amendment. First Amendment rights have implications inside the classroom as well. Review the Office of the Dean of Students page regarding Freedom of Expression at Bowling Green State University for more information including the policy. To report concerns please visit the See It. Hear It. Report It. page.   
[bookmark: _Toc1793226744]Student Veteran-friendly Campus
BGSU educators recognize student veterans’ rights when entering and exiting the university system. If you are a student veteran, please communicate with your instructor so reasonable accommodations can be made for absence when drilling or being called to active duty. Refer to the Veterans page for additional information.
[bookmark: _Toc339342900]University Closure
In most cases, the University will not close due to inclement weather. This means that for winter conditions, the University will generally remain open unless the Sheriff’s Department from the county in which your campus is located declares a Level 3 emergency. Once the decision is made to delay, cancel or close, individuals will be notified through AlertBG, email, the BGSU homepage, BGSU social media channels and the news media (see the Emergency Cancellation Delay and Closing Policy and Procedures document for a list of radio and television stations).
[bookmark: _Toc1306751922]Non-Discrimination in Employment and Education
Bowling Green State University is committed to maintaining an employment and educational environment that is free from unlawful discrimination, harassment, and retaliation. The University prohibits discrimination and harassment on the basis of protected class. Retaliation against any person for asserting their legal rights to be free from discrimination or harassment, for reporting discrimination or harassment, or for participating in activities is strictly prohibited. You may review BGSU’s Non-Discrimination in Employment and Education policy for more information. To report concerns, please visit the See It. Hear It. Report It. page.
[bookmark: _Toc1284047710]Remotely Proctored Testing
[You are required by the university to include this statement if you plan to use remote proctoring. Remotely proctored exams using third-party solutions such as Respondus may be administered with strict adherence to certain protocols. Most importantly, students must be clearly notified that the course requires remotely proctored exams, and if such exam requires students to conduct a virtual room scan by briefly showing their surroundings. As a reminder, it is possible to turn of the “room scan” setting in Respondus. Visit the Respondus Resources page for additional information.]
This course requires remotely proctored testing, that may include quizzes, regular examinations, and/or final examination, during which you may be required to briefly show your surroundings using your web camera (a “room scan”), wherever you choose to take the exam. By choosing to take the exam in your home/residence hall room, you are consenting to a room scan of the area where you take the exam.
If you do not wish to have your home, residence hall room subject to the room scan, you may take the exam from another location where you won’t be interrupted, such as the University Libraries or study spaces on campus. If you are enrolled in a distance program, a local library or a testing center at another educational institution may be an option. You will be required to complete the virtual room scan in the alternative location. It is your responsibility to identify an appropriate location to take your exams.
· The room scan will only be visible to your instructor and BGSU faculty or staff with a legitimate need to review the video. Other students enrolled in the class will not be able to see your room scan.
· If you have or require testing accommodation, please contact the Office of Accessibility Services at access@bgsu.edu or 419-372-8495
[bookmark: _Toc1557503301]Course Schedule/Calendar
[The inclusion of a course calendar in your course syllabus is required by the University, based on obligations imposed by state law. Below are two examples of course schedules/calendars. Including a course schedule/calendar in your syllabus helps your students stay on track and plan their learning. Learning objectives for each module of a course can be easily incorporated into the course schedule/calendar to indicate the skills and knowledge that students should acquire by the end of the module. The CFE recommends using modules to organize course materials in Canvas. If you would like information on writing course learning outcomes and student learning objectives or adding modules to your Canvas course, you can consult the resources on the CFE website or request a consultation with a CFE Instructional Designer. Use the table below to visually communicate your course structure demonstrating alignment between learning outcomes, activities, and assessments. If to give yourself additional room in the course schedule/calendar, consider inserting a section break and changing the layout to landscape.]
[bookmark: _Toc1303894435]Schedule/Calendar [Example #1]
	Week
	
Module/Lesson
	Student Learning Objectives
	Activities
	Assignments
	Assignment Due Dates

	1
	[Introduction]
	[Respond to the ethical dilemma presented in the textbook using the strategies discussed in the chapter.]
	[Read chapters 1 & 3 of the textbook.]
	[Discussion board on questions from chapter 1 & 3.]
	[date and time]

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	

	…
	
	
	
	
	



I reserve the right to update this syllabus as class needs arise. Be assured that I will communicate to you any changes to our schedule, syllabus, or policies quickly and efficiently through [method of contact]. 
[bookmark: _Toc1962903952]Schedule/Calendar [Example #2]
[bookmark: _Toc1587629334]Module 1
	Week
	Learning Outcome(s)
	Activities
	Assignments
	Assignment Due Dates

	Week 1
	[Identify how the electric and magnetic fields are related and apply Maxwell’s equations to a given problem]
	[Read chapters 1.1 and 1.2 of the textbook]
	
	

	Week 2
	[Identify how the electric and magnetic fields are related and apply Maxwell’s equations to a given problem]
	
	[Problem Set 1]
	[date and time]

	Week 3
	[Identify how the electric and magnetic fields are related and apply Maxwell’s equations to a given problem]
	[Read chapters 1.3 and 1.4 of the textbook]
	
	

	Week 4
	[Identify how the electric and magnetic fields are related and apply Maxwell’s equations to a given problem]
	
	[Problem Set 2]
	[date and time]



[bookmark: _Toc289815740]Module 2
	Week
	Learning Outcome(s)
	Activities
	Assignments
	Assignment Due Dates

	Week 1
	[Identify how the electric and magnetic fields are related and apply Maxwell’s equations to a given problem]
	[Read chapters 1.1 and 1.2 of the textbook]
	
	

	Week 2
	[Identify how the electric and magnetic fields are related and apply Maxwell’s equations to a given problem]
	
	[Problem Set 1]
	[date and time]

	Week 3
	[Identify how the electric and magnetic fields are related and apply Maxwell’s equations to a given problem]
	[Read chapters 1.3 and 1.4 of the textbook]
	
	

	Week 4
	[Identify how the electric and magnetic fields are related and apply Maxwell’s equations to a given problem]
	
	[Problem Set 2]
	[date and time]



I reserve the right to update this syllabus as class needs arise. Be assured that I will communicate to you any changes to our schedule, syllabus, or policies quickly and efficiently through [method of contact]. 
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