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The following template is provided to assist you in the development of your online course syllabus. Developed from “best practices” this template provides you with suggestions for the types of information to include in each section. Some information may vary depending on the technologies used in the course.

* Required Elements 
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[Clayton State University Logo - optional] 

*Course ID

*Course Name

*Semester/Year/Credit Hours

*Instructor:  

*Office Location:


*Phone:  

*E-Mail:  


*Course Website (GeorgiaView):

You should provide any instructions for acces[image: image1]sing your course here to make it easy for students.

Personal Website (optional):

*Online Office Hours:  

*On-Campus Office Hours: 

Include online and on-campus office hours so students know when you will be available for help online, advising, or other assistance. You might also consider providing students with directions for how best to contact you. 

Introduction

If you prefer to introduce yourself through the syllabus, create a welcome statement/introduction to the course written in conversational style and include a description of the format of the course, preferred communication, etc.

*Textbook

Include all the information you can about obtaining the required textbook including options to purchase on and off campus, required additional software or licensing, and student options (hard copy or e-book).

*Course Catalog Description  

Provide the course description for your course here. Include the full description, course prerequisites, and the number of credits. This description must match the one that appears on the syllabus of record and in the course catalog.  

Course Prerequisites:

If your course has required prerequisites, state them clearly here. Make sure they align with those published by the University in the catalog.

*Course Objectives/Learning Outcomes

Insert your course objectives here written from the student perspective.

At the conclusion of this course, you should be able to…

Course Format

Specify the course format (i.e., Fully online, Partially online or Hybrid) and clearly define how the course will be conducted. Specify any on-campus or off-campus meetings/times/locations.

Course Assignments/Assessments

Provide an outline with directions to more detailed information that will reside within your online course. Be specific enough to provide useful information for students about the type, quantity and make-up of your planned assignments. If you publish due dates here, be sure they match what you put online as students will come to rely on either this document or the online course information.

You can provide information regarding the method you will use for exams, quizzes, etc. If you will be requiring proctoring, be sure to be very specific. Include your evaluation criteria here, including the major evaluative assignments that students will be evaluated upon, grade weighting, and expectations for performance on these assignments.  

*Grading 

You can include information on how your grades be calculated? What grading scale will you use? Also, include here your policies regarding incomplete, withdrawal, grade disputes, late submissions, and grade changes.  

You may also want to include a statement that addresses your response time to grading. For example:

All online work (assignments, quizzes and discussion postings) will be graded within one week from the deadline.

*Computer/Technology/Materials Requirements

These are the materials necessary for the student to adequately participate in the course. These materials can include textbooks, software that must be purchased specifically for the class and supplies or equipment necessary to complete course activities. 

· A typical CSU statement might be:

· You are required to have ready access throughout the semester to a notebook computer that meets faculty-approved hardware and software requirements for your academic program. For further information on CSU's Official Notebook Computer Policy, please go to http://itpchoice.clayton.edu/policy.htm
Supplemental 

These are materials that, while not necessary for successful completion of the course, will enhance the student’s experience and knowledge.

*Required Skills 

These are the technology skills required to successfully complete the course and will be contingent upon the technologies chosen for use in the course. 

· A sample statement might be:

· Students enrolled in this course should possess the following technology skills: 

· The ability to access information via the Internet 

· The ability to use GeorgiaView (WebCT/LMS) and associated tools, including discussion boards, chat rooms, online testing and assignment submission features 

· The ability to use word processing software and to save in alternate formats

· The ability to send, receive and include attachments using email

· The ability to demonstrate netiquette (appropriate online conduct)  

*Software 

This is a listing of the software required for students to participate in all course activities. This should include software that students must have on their computers to run GeorgiaView (plug-ins) and its components, software needed to open course-related documents and to play course-related media, etc. For software or plug-ins that can be downloaded from the Internet or the University, it might be a good idea to include links where the software can be downloaded. 

The following is a sample statement describing the software required to view course content. This particular statement also includes a sample for how to download some standard plug-ins necessary for participation in the course: 

The following software is required in order to view course content and to participate in planned course activities. If you do not have this software currently loaded on your computer or are unsure, you can download the software for free by clicking on the following links:  
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*Technical Support

Provide hyperlinks or contact information for technical support (HUB) for your students in case something should go wrong with the learning management system, computer software, or computer hardware. 

Participation Requirements
· Include detailed directions in this section for what is expected of students as far as online participation. Be sure to include the following: 

· Where students can find a schedule of course activities  

· Information regarding the times of synchronous class sessions or where students can find this information  

· The schedule of asynchronous sections. 

· When should students post their comments/content and what is the last possible date to submit these comments/content. For example, "The course week runs from Monday morning until Sunday at 11:59:59 p.m. EST. Please make sure that you have posted to all discussions and submitted all weekly assignments by this deadline. Late work will not be accepted."  

· Detailed information for how students are expected to participate in class discussions or formats in which work will be expected 

· Included below is a sample statement from an asynchronous course: 

Course modules will be assigned on a weekly basis according to the Course Schedule and include objectives, a lesson guide and expectations for completing homework assignments. You are expected to actively participate in all aspects of the course. This includes completion of assigned readings, homework assignments, and tests or quizzes and participation in online discussions. Course weeks run Monday through Sunday, with Sunday at 11:59:59 p.m. Eastern Time as the deadline for making posts and submitting the week's assignments. All work assigned during the weekly course module(s) must be turned in by this deadline; late work will not be accepted. It is suggested that you read through all course content in the week's assigned module(s) to get a feel what is expected during the course week and to help you plan your time wisely. 

You must post at least twice to the discussion boards as required by the weekly course modules. You are also expected to read all postings for the week's discussions. The instructor will be assigning groups to serve as the weekly discussion leaders. These groups are responsible for beginning the discussion each week. This means prior to your group's assigned week, you will want to prepare your discussion items so that you are ready and can post to the discussion boards as close to the beginning of the course week as possible. 

Online Etiquette (Netiquette) 

This section should include your expectations of how students should conduct themselves when participating in your online course. These expectations may change `depending on the technologies used in your course. A sample list of netiquette statements has been included below.

Discussion, chat, and e-mail spaces within this course are for class purposes only, unless otherwise stated. Please remember to conduct yourself collegially and professionally. Unlike in the classroom setting, what you say in the online environment is documented and not easily erased or forgotten. 

The following guidelines apply: 

· Avoid using ALL CAPS, sarcasm, and language that could come across as strong or offensive.  

· Use proper punctuation, grammar and be sure to edit your contribution before posting.

· Read all postings before posting your responses to discussion topics so as to not unnecessarily repeat information.  

· Keep chat comments brief and to the point. 
· Focus on one topic at a time when chatting or posting to discussions.  

· Remember that unlike in face-to-face learning environments what you say in discussions and chats is documented and available to be revisited. Choose your words and discussion topics carefully.  

· E-mail should only be used for messages pertaining to the course. Please refrain from sending forwards, jokes, etc. within e-mail. 

Course Schedule  

Include in this section a brief outline/schedule of course topics or course modules to be covered during the course. Other items to include in the course outline are important dates, (such as the end of the add/drop period). Information to help you schedule is available at: http://adminservices.clayton.edu/calendar/academiccalendar.htm. 

The following is a sample: 
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If you include this as the last page, students can tear it off and keep it in a handy place. 
General Policy

Students must abide by policies in the Clayton State University Student Handbook, and the Basic Undergraduate Student Responsibilities.

University Attendance Policy

Students are expected to log in and participate as part of their learning in the course. Instructors establish specific policies relating to absences in their courses and communicate these policies to the students through the course syllabi. Individual instructors, based upon the nature of the course, determine what effect excused and unexcused absences have in determining grades and upon students’ ability to remain enrolled in their courses. The university reserves the right to determine that excessive absences, whether justified or not, are sufficient cause for institutional withdrawals or failing grades.

Course Attendance Policy

Students are expected to access the online course materials and participate in the required discussions, activities and assignments.  Course tracking can be used to assess the amount of “attendance” in an online course.  Any student who fails to attend the orientation session or complete a scheduled assignment during the first week of class will be reported to as a “No Show”. 

Disabilities

Students with disabilities who require reasonable accommodations need to register with Disability Services in order to obtain their accommodations. You can contact them at 678-466-5445 or disabilityservices@clayton.edu. If you are already registered with Disability Services and are seeking accommodations for this course, please make an appointment with me to discuss your specific accommodation needs and give me your accommodations letter.

Academic Dishonesty

Any type of activity that is considered dishonest by reasonable standards may constitute academic misconduct. The most common forms of academic misconduct are cheating and plagiarism.  All instances of academic dishonesty will result in a grade of zero for the work involved.  All instances of academic dishonesty will be reported to the Office of Student Life/Judicial Affairs.

Student Code of Conduct

Behavior that disrupts the teaching–learning process during class activities will not be tolerated.  While a variety of behaviors can be disruptive in a classroom setting, more serious examples include belligerent, abusive, profane, and/or threatening behavior.  A student who fails to respond to reasonable faculty direction regarding online behavior and/or behavior while participating in online course activities may be dismissed from class.  A more detailed description the Student Code of Conduct can be found at http://adminservices.clayton.edu/studentconduct/ 

Bibliography 

You can include bibliographic resources for your course in this section or provide a link here to the resources if you put them into your course. The bulk of the resources should be within the past seven years. 












� HYPERLINK "http://www.adobe.com/products/acrobat/readstep2_allversions.html" ��Adobe Reader� �
��
�
� HYPERLINK "http://www.adobe.com/products/flashplayer/" ��Flash Player � �
��
�






Week �
Topic �
Due �
�
Prior to course �
Module 0: Introduction to COMM 345 �
 �
�
Week 1 �
Module 1: Introduction to Criticism �
 �
�
Week 2 �
Module 2: The Movies and Television �
 �
�
Week 3 �
Module 3: Writing TV Criticism �
 �
�
Week 4 �
Module 4: Situation Comedy �
Sitcom Critique �
�
Week 5 �
Module 5: Lucille Ball and Comedic Women �
 �
�
Week 6 �
Module 6: Term Essay Proposal �
 �
�
Week 7 �
Module 7: Adult Drama �
Term Essay Proposal �
�
Week 8 �
Module 8: The Mini-Series �
Drama Critique �
�
Week 9 �
Module 9: Soap Operas �
 �
�
Week 10 �
Module 10: News �
Soap Opera Critique �
�
Week 11 �
Module 11: Talk Shows �
News Critique �
�
Week 12 �
Module 12: Game Shows �
Talk Show Critique �
�
Week 13 �
Module 13: Genre Essay (Culminating Activity) �
Game Show Proposal �
�
Week 14 �
Final �
Final; Genre Essay Due �
�
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