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Course Number (ID) and Title
Department of [enter department]
Course Information (Required)
Semester, Year
Course Credit Hours
Instructor Information (Required)
Lead Instructor
Office: 
Phone: 
Email: 
Office Hours: Time and Location	 
Instructor's Webpage or Social Media: 
Teaching Assistant
Office:
Phone: 
Email: 
Office Hours: Time and Location	 
Course Description (Required)
Include a clear description of the course and any extra fees associated with the course. Include the official university description. Connect course themes and topics to the discipline. Explain the relevance of the content and the course.
Student Learning Outcomes (Required)
List the student learning outcomes approved for the course, which may be found in the University Catalog. Add or delete the number as needed.
1. 
2. 
3. 
4. 
Prerequisites Skills and Materials (Recommended)
List any pre-requisite skills needed or courses students must take before enrolling in this course. Provide clear instructions on required software and plug-ins along with instructions on obtaining and installing them. For example:
The following information has been provided to assist you in preparing to use technology successfully in this course. [List those technologies needed for your course.] 
· Internet access/connection: high speed recommended 
· Headset/Microphone (if required for synchronous sessions in an online course) 
· Word Processor (i.e. MS Word or Word Perfect) 
· [List other related hardware or software necessary for your course] -
Course Access (Recommended)
Describe a course management system and encourage to explore and to become familiar with it. For example:
Brightspace is our course management system. You can access the course at https://purdue.brightspace.com/. The suggested browsers are Chrome and Firefox. It is strongly suggested that you explore and become familiar not only with the navigation, but with content and resources available for this course. For help with Brightspace or specific tools, go to Student Resources on the IT Services page or watch Brightspace videos in the video playlist.
Learning Resources & Texts (Required)
List any required texts and additional materials needed. Use a full citation and state where the texts/materials can be purchased. 
· Required Textbook: 
· Additional Readings: 
Course Policies (Required)
This is when you want to explain course logistics that will make the course run smoothly. You may want to explain when the course week starts and when assignments are due. Indicate a naming convention for assignment filenames, if you wish. If you require students to submit assignments written in a particular style, mention it here (i.e., APA or MLA). You can specify what communication methods should be used. For example:
· It is highly recommended that you utilize the notification settings in Brightspace to stay on top of your work in the course.
· When assignments are due, they are due by [insert specific time] on the due date listed in the course schedule.
· Deadlines are an unavoidable part of being a professional and this course is no exception. Course requirements must be completed and posted or submitted on or before specified due date and delivery time deadline. Due dates and delivery time deadlines are defined as Eastern Standard Time. Please note, students living in distance time zones or overseas must comply with this course time and time and due date deadline policy. To encourage you to stay on schedule, due dates have been established for each assignment; 20% of the total points will be deducted for assignments received 1-6 days late; assignments received more than 1 week late will receive 0 points.
· An assignment file should be appended by your username, such as “assignment1_kim53.doc”. This may make it easier for me to manage assignment files downloaded to my computer.
· Throughout the course, you should post questions related to the course any time in the Questions & Answer discussion area in Brightspace. All questions posted in the Questions & Answer discussion will be answered within 48 hours.
· If the nature of a question is more personal, you should email me directly by using your Purdue Fort Wayne university email. When emailing me, please place in the subject line the course number/section and the topic of the email (i.e. XXX 240 – Assignment 2 Question). This will help me tremendously in locating your emails quicker when I scan the hundreds of emails that seem to make it into my inbox each day.
Virtual Office Hours (if applicable)
Include a clear description of your availability for synchronous communication. Examples: 
Virtual Office Hours are a synchronous session (through WebEx/Zoom) to discuss questions related to weekly readings and/or assignments. Office hours will be held [insert virtual office hours]. To connect to the weekly session, go to [Insert your WebEx/Zoom meeting link]. 
Course Requirements (Required)
Identify the assignments students need to complete as part of the course. Include the number of points each assignment is worth. For example:
You will have a number of individual projects throughout the semester. Details on these assignments, along with rubrics to guide evaluation will be posted in the Brightspace course.
	Assignments
	Points

	Reflection Paper
	20

	Project 1
	10

	Project 2
	20

	Project 3
	20

	Final Exam
	30

	Total
	100


· Reflection Paper. [Add a brief introduction of each assignment.]
· Project 1
· Project 2 
· Final Exam 
Grading Scale (Required)
You can see Purdue Fort Wayne grading scale information at Academic Regulations Grades. Some departments use pluses and minuses, while others do not. Explain rounding procedures. Use the style shown below to maintain web-accessibility of your syllabus. Omit points if you do not use them. IMPORTANT: Check with your department or program about what grading scale to use.
A = 90 to 100% 
B = 80 to 89%
C = 70 to 79%
D = 65 to 69%
F = Below 65%
[Grading scale with points]
A = 450 to 500 points
B = 400 to 449 points
C = 350 to 399 points
D = 325 to 349 points
F = less than 325 points
[If you are using both percentages and points, you might show them together as follows.]
A = 90 to 100% (450 to 500 points)
B = 80 to 89% (400 to 449 points)
C = 70 to 79% (350 to 399 points)
D = 65 to 69% (325 to 349 points)
F = Below 65% (less than 325 points)
[If you use pluses and minuses, you might group the letter grades together as shown below.]
A+ = xxx; A = xxx; A- = xxx.
B+ = xxx; B = xxx; B- = xxx.
C+ = xxx; C = xxx; C- = xxx.
Course Evaluation
Indicate how students can evaluate the course. For example: 
During the last two weeks of the course, you will be provided with an opportunity to evaluate this course and your instructor. [Describe the course evaluation administration method.] Your participation is an integral part of this course, and your feedback is vital to improving education at Purdue University. I strongly urge you to participate in the evaluation system. 
How to Succeed in this Course (Recommended)
Share tips for being successful in your course. 
Netiquette (if applicable)
Include the Netiquette section if you have some online components such as online discussions.
Indicate course netiquette “do’s and don’ts” to further underscore the importance of harmony and respect within the online learning environment. For example:
Your instructor and fellow students wish to foster a safe online learning environment. All opinions and experiences, no matter how different or controversial they may be perceived, must be respected in the tolerant spirit of academic discourse. You are encouraged to comment, question, or critique an idea but you are not to attack an individual. Our differences, some of which are outlined in the University's nondiscrimination statement below, will add richness to this learning experience. Please consider that sarcasm and humor can be misconstrued in online interactions and generate unintended disruptions. Working as a community of learners, we can build a polite and respectful course ambience. Please read the Netiquette rules for this course: 
· Do not dominate any discussion. Give other students the opportunity to join in the discussion. 
· Do not use offensive language. Present ideas appropriately.
· Be cautious in using Internet language. For example, do not capitalize all letters since this suggests shouting. 
· Avoid using vernacular and/or slang language. This could possibly lead to misinterpretation. 
· Keep an “open-mind” and be willing to express even your minority opinion.
· Think and edit before you push the “Send” button. 
· Do not hesitate to ask for feedback.
Academic Dishonesty (Required)
Share your personal policy regarding academic dishonesty for your course. You may also want to include the University policy for academic dishonesty (below):
Academic Misconduct, including plagiarism (using other people's ideas/words and not giving them credit thus implying the work is your own original work) or using your own work from a previous course without the express permission of the instructor, is taken very seriously at any learning institution. It is taken very seriously in this class. Please be aware of what behaviors constitute academic misconduct (See Part II. A) If caught cheating or plagiarizing, a student may receive no credit on the assignment and may result in an F for the course. Any instances of academic dishonesty will be reported to the Office of Student Conduct and Care and your Department Chair and may result in expulsion from the University. Additional potential consequences can be found in Student Conduct Procedures (See Part III. A) of such behavior.
AI Use Policy (Required)
Outline your class policy on using Artificial Intelligence (e.g., ChatGPT, CoPilot) for learning and completing assignments. Please refer to the CELT syllabus statement examples for AI usage to identify the policy that aligns with your teaching philosophy, course learning outcomes, discipline requirements, and student characteristics.
Statement on Civility (Required)
[Add statements below; add a personal statement as appropriate.]
Related to civility, Purdue Fort Wayne Policies include the following statements:
“Respect and civility should therefore be afforded to all individuals regardless of race, ethnicity, gender, age, sexual orientation, disability, religion, family status, socioeconomic level, educational background, veteran status, or position at the university…. Purdue Fort Wayne prohibits discrimination against any member of the university community on the basis of race, religion, color, sex, age, national origin or ancestry, genetic information, marital status, parental status, sexual orientation, gender identity and expression, disability, or status as a veteran…”
Disability Statement (Required)
Address the university policy and your personal policy for supporting students with disabilities. For example:
Purdue University Fort Wayne strives to create inclusive learning environments and experiences for all students. If you anticipate or experience physical or academic barriers based on disability, please let me know immediately so that we can discuss options. You are also welcome to contact the Disability Access Center to begin this conversation or to establish accommodations. Contact the center at dac@pfw.edu or 260-481-6657, or visit them at Walb Student Union, Room 113. For more information, please visit the center’s website at pfw.edu/dac.
Student Support Services (Required)
Purdue University Fort Wayne is committed to your academic and personal success. Visit the student support services page for a list of student support services, including academic services, technology services, health and wellness, and support from administrative offices.
If you observe and/or are made aware of student behavior that leaves you feeling concerned, worried, and/or alarmed, trust your instincts and say something. The CARE Team can assist with the student of concern, whether that’s you or someone you are referring. Report the concern through the online CARE referral form. Please note that this form is not for emergencies. If you know of a student who is injured, is injuring themselves or others, or is threatening injuries to themselves or others, please call 911 immediately.
Student Mental Health (Required)
Your emotional wellness and mental health are important. Taking classes can be stressful. I recognize that you may also have significant responsibilities outside of academia, and that you are often pulled in multiple directions. I encourage you to consider developing realistic self-care activities that you can incorporate into your daily life. If you have a mental health disorder, are struggling with your mental health, your stress overwhelms your ability to cope with it, or you find yourself needing emotional support, please talk to someone. If you or someone you know is in a mental health crisis situation, call 911 or go to the local emergency room. Otherwise, please reach out to our Center for Student Counseling (CSC). All currently enrolled PFW and IUFW students have access to free counseling at the center. To make an appointment to talk with a counselor call 260-481-6200 or email csc@pfw.edu. You may also walk-in during operating hours if you need immediate assistance. The CSC is open 9:00am – 4:00pm on Mondays, Wednesdays, and Thursdays; 9:00am – 8:00pm on Tuesdays and 9:00am – Noon on Fridays. The CSC is located on the ground floor of Kettler Hall at the end of the corridor between the Department of Anthropology and Einstein Bros. Bagels, room G02. 
Emergency Statement (Required)
Address what the student should do in emergency situations. Define procedures for communicating with the students and submitting assignments. Visit the Campus Safety and Security page for more information. For example:  
In the event of a major campus emergency, course requirements, deadlines and grading percentages are subject to changes that may be necessitated by a revised semester calendar or other circumstances. Here are ways to get information about changes in this course. [Add specific information.]
Students Called for Military Duty (Recommended)
If you are required to attend mandatory military training, you may receive up to 15 excused absence days per academic year (no more than 10 consecutive during fall and spring semesters), plus possible additional excused days for travel based on the distance from Purdue Fort Wayne. A student should contact the Office of Student Conduct & CARE (OSCC) to request that a notice be sent to instructors when informed of the dates of mandatory military training. With a verified absence notification from the OSCC, no penalty will be applied to a student's absence for mandatory military training, and the student will be given the opportunity to make up coursework.
 [Outline how students can make up for the coursework.]
Please visit the Military Student Services for more information.
Important Dates (Required)
List important dates from the academic calendar such as Last Day to Request Withdraw. Clarify the dates for PFW and IUFW if necessary. You can also add a statement that you always like to talk to them prior to withdrawing.
Course Schedule (Required)
Provide an outline of the content of the course with dates for readings, assignments, midterms, quizzes, exams, etc. Be clear about the topics that will be covered each day in the course and what the students should do in advance of the week. Please note: Using the format Assignment (Due: MM/DD) ensures each item is clearly paired with its due date, reducing confusion and improving accessibility, especially for screen reader users and students viewing on mobile devices.
	Week
	Topic & Readings
	Assignments and Due Dates

	Week 1
	
	E.g., Assignment 1 (Due: MM/DD)

	Week 2
	
	

	Week 3
	
	

	Week 4
	
	

	Week 5
	
	


* Schedule and assignments subject to change. Any changes will be posted in Brightspace.
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