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Syllabus Template

This template contains the elements of effective syllabi, as well as recommended language related to University policies and resources for students. Content should be customized to fit the course, but instructors are welcome to copy any language from this document that they find suitable. 

Course Information
Course Title:
Course Number and Section:
Term:
Class Meeting time(s):
Class delivery format/location: 

For the Fall 2020 semester, courses will be offered in the following instructional modalities. Choose information about the modality that applies to your classes. 
· On-campus (ONCMP): A course with only traditional in-person, on-campus class meetings. Due to capacity restrictions and social distance requirements, the number of fully on-campus courses will be limited. Allocation of classroom space is prioritized for programs that require the use of on-campus equipment (e.g., Health Professions, STEM labs) or in-person pedagogy.
· Web-assisted (WA): Course is taught with both on campus sessions and online components. 
· HyFlex or Hybrid-Flex (HYFLX): Course is taught in a combined approach with some physical on campus participation and some remote Zoom participation. Instructors work with students to determine the attendance location. Click here for more information on HyFlex.
· Online: A course delivered fully remotely with no on-campus components. Courses may be:
· Asynchronous (ASYNC): Course is taught online with students participating at their own times. There will be assignments, quizzes/tests, projects and/or discussions but students have the flexibility to complete within a set period each week.
· Synchronous (SYNC): Course is taught online in real time using Zoom. Students will be required to participate at set times from their own home/residence hall or remote location.  
· Mixed (MIXAS): Course uses a combination of real time Zoom sessions and self-paced or asynchronous activities.
Contact Information
Instructor(s) Name(s):
Email:
Phone:
Preferred Contact Method:
Office location:
Office hours: 
You may want to advise students on how you manage emails and what response time they should expect. If not, some may expect you to be on 24/7.
Pace University COVID-19 Safety:
CDC guidelines and University policy require proper face covering use in all classrooms, conference rooms, hallways, elevators, and other common areas. Face coverings are required even if you are more than 6 feet from another individual in a common indoor area. We must work together to protect others and ourselves from the transmission of COVID-19.  Any student entering class without a face covering will be asked to: a) don a face covering or b) go to Security to obtain a face covering if the student does not have one. Students who do neither of these things will be asked to leave class and they will be marked absent for the session. Students are expected to be familiar with the current COVID-19 regulations, which are posted on the Return to Campus website. See also up-to-date policies and announcements and more information about Pace University’s response to COVID-19.
Course description
The course description is the same as that which appears in the university/school catalog.
Prerequisites
Provide any prerequisites that are stated in the university/school catalog.
Course learning objectives
Learning objectives identify what students must do to demonstrate that they have successfully learned course content. Objectives are to be written from the student’s perspective, be measurable and direct, and use actionable verbs. You may use Bloom’s Taxonomy when developing these objectives and writing actionable verbs.

Example:
1. Explain the methodology employed in the economic and social science disciplines.
2. Explain the nature of scarcity and its implications for decision making.
3. Explain how a market-based economy operate
4. Describe the nature and magnitude of the various components which constitute the U.S. economic system today.
5. Compare and contrast the interrelationships between the U.S. economy and the economies of other nations.
You may also provide more detailed information about the course that will help students feel “invited” into the learning experience. You might answer the following questions: How will taking the course prepare students for future learning and/or professional work? How will the learning they will engage in during this course connect to their lives outside of the course? How will the course prepare students to be engaged citizens of the world and their local communities?

If you need assistance with creating learning objectives, or any part of the syllabus, contact the Faculty Center at facultycenter@pace.edu.
Instructional Materials
Consider a statement indicating free or reduced-cost options that exist for obtaining course materials. If you are interested in creating Open Educational Resources (OER) for your course, contact Sue Maxam at smaxam@pace.edu. You may also watch this recording to review OER. You may also visit Pace's OER website. Further, encourage students to speak with you if they experience logistical challenges in obtaining materials or participating in required experiences such as fieldtrips or off-campus meetings.
Required
[List required materials that students must acquire, i.e., textbooks, supplemental readings, manuals, cases, software, etc. Use full citations with ISBN numbers when applicable.]
Optional
Items on reserve in Library, relevant periodicals, other optional readings, websites and Internet links.
Grading Policy
Provide a statement of your grading approach or philosophy that explains why you grade the way you do and offers some detail about how you will assess student work. Provide a grading scale (e.g. 90-100 A) and a breakdown of how much each individual assignment or group of assignments is worth in terms of the overall grade. Make it clear to students if you are using a points system or percentages. Indicate your policy on late work, missed exams, etc. Provide a statement on academic integrity, including when collaboration is authorized. 

Example:

Grades for this course will be determined through a number of assignments. I recognize that different kinds of assignments feed into the strengths of different students, and I work to provide a range of opportunities for you to show what you’ve learned. 

Final Grade Breakdown:
	Assignment
	Percent of Final Grade

	Exam 1
	

	Exam 2
	

	Homework
	

	Participation
	

	Final Grade
	

	Total
	100%



Pace University's grading scale (%) is as follows: 
A = 90-100
B = 80-89.99 
C = 70-79.99
D = 60-69.99
F = 0-59.99 
Assignments & Homework
Describe each graded component in enough detail that students reading will have a general understanding of the amount of and type of work required. Include information about the assignment’s purpose. 

Example:
There are three in-class exams that will allow you to demonstrate your learning on each of the three course units. Exam format will be short answer and essay questions and they will cover material from each respective unit. In addition, the Unit 3 exam will contain a cumulative essay portion. I will provide you with a study guide before each exam, but students who do well do not wait until getting the guide to begin studying.
Describe what students will be required to do to prepare for class and/or complete weekly homework. Include information here about “best practices” for maximizing their learning (e.g. attending study sessions, taking good notes).
Rubric
A rubric is a scoring scale consisting of a set of criteria that describe what expectations are being assessed and/or evaluated. They also include descriptions of levels of quality used to evaluate student’s work or to guide them to desired performance levels. 

Rubrics can be attached to assignments that specifically detail what is asked of them and the corresponding grades, large papers, or projects. Establishing grading standards for the Discussion Board can best be done through a rubric. Rubrics come in many shapes and sizes, and all dependent on your needs and expectations. Blackboard has a built-in tool for creating custom rubrics. Go to the Faculty Center webpage to see samples of rubrics.
Course Policies
Attendance and Participation
Describe your attendance policy. Describe the function of classroom participation within the course as well as your expectations for how students should participate. Explain whether participation is required and how it will be assessed. Add anything specific here about your expectations for participating via Zoom or other tech-related behaviors. Explain your policy regarding use of technology in the classroom (e.g., use of laptops, cell phones for note taking).

Example:
Discussion and participation are a major emphasis in this course. This means that it is your responsibility to come to class ready and willing to take part in group knowledge building. Your in-class participation grade will be primarily based upon the small group work and activities that we do in class. This grade will also reflect your level of investment in classroom discussion and how often you bring required materials to class. I will provide you with a provisional participation grade at three checkpoints during the semester.

Proofread and check the spelling before submitting a post in the Discussion Board or sending an email. While online communication is more relaxed, it is not careless communication. Doing a quick proof of your work before you send it may alleviate the need to clarify your posting and save you some time and potential embarrassment. Be aware of copyright and “fair use” law; do not plagiarize, and don’t forget to cite your information.
Penalty on Late Work
Use this area to explain any consequences associated with turning in work past established due dates. 

Plagiarism
Use this area to address plagiarism in your subject area and any penalties associated with plagiarism. Refer students to the Academic Integrity Policy under the University Policy section of this syllabus. 

Classroom Climate 
Consider including ground rules for appropriate classroom interactions, as well as a clear statement of expectations that classroom interactions will remain civil, respectful, and supportive. Encourage students to speak with you, the department chair, or their advisors about any concerns they have about classroom dynamics and/or classroom climate. They can also contact Pace’s Chief Diversity Officer Tiffany Hamilton (212-346-, thamilton2@pace.edu) or Ms. Lisa Miles, Executive Director of Institutional Equity and Title IX Coordinator  (163 Williams Street, Room 1017, 212-346-1310, amiles@pace.edu).

Example: 
Our Pace community benefits from the richly unique experiences and individual diversity each of us bring. Intellectual growth and development happen when we engage in free and open discourse that challenges our own assumptions and beliefs. Together we all have the responsibility to create and maintain an environment where differences are respected and valued. To that end, we will challenge all manifestations of bias and discrimination to maintain a climate of mutual respect and civility. 

Whether you are learning in an online or on campus environment, the same expectations of courtesy and conduct apply. All classroom interactions should remain civil, respectful, and supportive. If you disagree with someone, aim to acknowledge your disagreement in a respectful way. Try responding with a question to open up further discussion (e.g., I’m not sure that I understand your point of view. Can you say more?). When working online, choose your words carefully. It’s easy for someone to misinterpret your meaning when they can’t see your expressions or hear the tone of your voice. Be careful when using sarcasm and humor. Without face-to-face communication, your comments may be misinterpreted.

Course Schedule
When creating a course schedule:
· List class sessions by topic title, month, and day; include a brief description (optional).
· Specify reading and other preparation for each class session.
· Note activities that go beyond the usual lecture/discussion format, i.e., case discussions, group exercises, presentations, experiential exercises, etc.
· Clearly list assignments on their due dates.
· Highlight tests, quizzes, and examinations by class session. Use bold face to make them stand out.
· Create Alt Text and Description in Table Properties to make it accessible.

	Due Date
	Topic
	Readings
	Assignments & Notes

	
	
	
	

	
	
	
	

	
	
	
	



University Policies and Resources
Academic Integrity
Students in this course are required to adhere to Pace University's Academic Integrity Code. The Academic Integrity Code supports honesty and ethical conduct in the educational process.  It educates students about what constitutes academic misconduct, helps to deter cheating and plagiarism, and provides a procedure for handling cases of academic misconduct. Students are expected to be familiar with the Code, which can be found under "University Policies" in the 
Student Handbook. Individual schools and programs may have additional standards of academic integrity. Students are responsible for familiarizing themselves with the policies of the schools, programs, and courses in which they are enrolled.  

Instructions for faculty, a paper about best practices, and the form for reporting integrity policy violations are posted on the Provost's webpage under policies and forms. Reporting forms should be sent to the Chairs of the Academic Conduct Committee on each campus.
Learning Centers
The Learning Center uses an array of programs and a holistic approach to assist students with academic skills and content knowledge. We are dedicated to developing independent learners by creating purposeful interactions with trained, well-qualified peer and professional staff.
Procedure for Students Who Wish to Obtain Reasonable Accommodations for a Course:
The University's commitment to equal educational opportunities for students with disabilities includes providing reasonable accommodations for the needs of students with disabilities. To request a reasonable accommodation for a qualified disability a student with a disability must self-identify and register with Student Accessibility Services for his or her campus. No one, including faculty, is authorized to evaluate the need for or grant a request for an accommodation except Student Accessibility Services. Moreover, no one, including faculty, is authorized to contact Student Accessibility Services on behalf of a student. For further information, please see Resources for Students with Disabilities page.
Technological Resources:
· List of all Pace Information Technology Services. 
· For assistance with a technological concern (Blackboard, Internet, Computer, etc.), contact the Pace Helpdesk at 914-773-3648 or create a help desk ticket.
· Visit the Learning Remotely website
Appropriate Use Policy for Information Technology:
Pace endorses the following statement on software and intellectual rights distributed by EDUCAUSE, the non-profit consortium of colleges and universities, committed to the use and management of information technology in higher education.  The statement reads:
Respect for intellectual labor and creativity is vital to academic discourse and enterprise. This principle applies to work of all authors and publishers in all media.  It encompasses respect for the right to acknowledgment, right to privacy and right to determine the form, manner and terms of publication and distribution.

Because electronic information is volatile and easily reproduced, respect for the work and personal expression of others is especially critical in computer environments.  Violations of authorial integrity, including plagiarism, invasion of privacy, unauthorized access and trade secret and copyright violations, may be grounds for sanctions against members of the academic community.
Pace’s appropriate use policy applies to recordings of classroom instruction and digital artifacts created by faculty and students.
Sex-Based Misconduct Policy and Procedure: 
Pace University is committed to providing a safe environment for every member of its community and to ensuring that no student, faculty or staff member is excluded from participation in or denied the benefits of any University program or activity on the basis of sex. Accordingly, the University prohibits the following forms of Sex-Based Misconduct: sexual assault, sexual harassment, gender-based harassment, dating violence, domestic violence, sexual exploitation and stalking.
Instructors are a non-confidential resource and have an obligation to report any information about sexual assault with the Executive Director of Institutional Equity and Title IX Coordinator (Bernard Dufresne, bdufresne@pace.edu, 163 Williams Street, Room 1017, 212-346-1310). The Title IX/Affirmative Action Office is responsible for investigating violations of the sexual misconduct policy. For more information about the Pace University sexual misconduct policy, see the Sex-Based Misconduct Policy and Procedure (PDF).
Members of the University community who believe that they have been subjected to Sex-Based Misconduct are encouraged to report such incidents to the University and, where applicable, to local law enforcement. Confidential resources include the University Counseling Centers, Offices of Sexual and Interpersonal Wellness and University Healthcare. Contact information for those offices may be found in the self-care section below.
Self-Care:
Your academic success in this course and throughout your college career depends heavily on your personal health and well-being. Stress is a common part of the college experience, and it often can be compounded by unexpected life changes outside the classroom. The Pace Community strongly encourages you to take care of yourself throughout the term, before the demands of midterms and finals reach their peak. Please feel free to talk with me about any difficulty you may be having that may impact your performance in this course as soon as it occurs and before it becomes unmanageable. Please know there are a number of other support services on campus that stand ready to assist you. I strongly encourage you to contact them when needed.
Just In Case App:
The Counseling Center's Just In Case App supplies potentially life-saving mental health information to Pace University students, staff, and faculty. This smart phone App puts vital information and support options at your fingertips. Scan and open the App today, just in case you or a friend needs help. Download the Counseling Center Just In Case App or go to "Counseling Center: Just In Case" on the MyPace Mobile App.

	Department
	Pleasantville
	New York City

	Counseling Center 
	914-773-3710 
	212-346-1526 

	Dean for Students Office 
	914-773-3351 
	212-346-1306 

	Health Care Unit 
	914-773-3760 
	212-346-1600 

	Residential Life 
	914-923-2791 
	212-346-1295 

	Student Development and Campus Activities 
	914-773-3861 
	212-346-1590 

	Office of Multicultural Affairs & Diversity Programs 
	914-773-3775 
	212-346-1563 

	Sexual Assault Prevention & Education 
	914-597-8783 
	212-346-1931

	Academic Advisement

	Advising Center for Exploring Majors 
	914-773-3847 
	212-346-1798 

	College of Health Professions 
	914-773-3961 
	914-773-3552 

	Dyson College 
	914-773-3781 
	212-346-1518 

	International Student / Scholars 
	914-773-3425 
	212-346-1368 

	Lubin School of Business 
	914-773-3531 
	212-618-6550 

	Pforzheimer Honors College 
	914-773-3941 
	212-346-1697 

	Seidenberg School 
	914-773-3254 
	212-346-1864 

	Study Abroad 
	914-773-3447 
	212-346-1368 
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