Syllabus Suggestions
New and Expanded Syllabus Areas

A well-constructed syllabus will be the course contract and map for your students. Furthermore, it will help to set student expectations for the entire semester.  To ensure that students are prepared, it’s very useful to send students the syllabus and any other critical course information at least one week prior to the start of the semester. 
The following areas may need to be added or expanded in a syllabus for online/hybrid students.
Course Mode
Remind students that this course is either a fully online class where all course material is delivered online and all assignments are submitted online, or a hybrid class where certain sessions are face-to-face and others online.

Alert students if students are required to meet (online or offline) at specified times for any portions of the course, or if students are required to locate (and pay) a proctoring center to take an exam.

Course Layout

Inform students of the locations of important tools in their online classroom and how you expect those tools will be used.   For example, where should student go to find class readings, assignments and due dates?
Course Requirements and Grading

Be clear from the start to avoid confusion.  For each week students need to know:

· What assignments are required?
· When are assignments due? 

· How must students submit their assignments to you (through exactly which tools and in what document format)?
Examples:
Post your discussion message to the Discussion board titled 1A-My Learning Goals by Sunday at 11:59pm Eastern Standard Time.
Submit your Activity 1-3 Alignment Chart as a Word document in our course site under Module 1 > Act 1-3. You must click the View/Complete link and browse for your document.
Course Policies

Consider these questions as you draft your course policies:
Participation 

· How is participation assessed?

· How often must students check e-mail? Announcements? A class Q & A discussion area? 

· What are your discussion board guidelines (for more, see http://www.towson.edu/facultyonline/ISD/discussions.asp)

Grading Assignments/ Feedback/Progress
· How will assignments be graded? How are late assignments graded? 

· How will you communicate to students their grades and your feedback on assignments? What is the expected turn-around time?

· Will you provide a weekly (mid-semester, biweekly) progress report?

· Will you post grades for students in the course site? If so, where?
Communication 

· Where should each type of class communication occur? For example, when should students e-mail you versus posting a question in the discussion area?
· How soon will you respond to e-mail (example: within 48 hours of received time)? 

· How often will you check e-mail? 
Help/Emergencies
· Are snow days still “days off” when the course in online?
· How should students handle technical problems?
Consider creating a Frequently Asked Questions discussion board in Blackboard that you both require students to visit each time they enter your course and where students must submit questions that could benefit other students.  Encourage students to answer each other’s questions.

Consider requiring the Three Before Me rule, where in any correspondence to the instructor concerning technical questions (and this can be extended to assignment logistics), students should be prepared to tell you which three of the following they did before contacting you (adapted from Joan McMahon, Towson University, 2005): 
· Contact the Student Help Center by phone or email.

· Contact their internet service provider to ask for technical assistance.

· Refer to discussions and other course resources.

· Email another student in the class.
Add More Detail to Your Course Schedule 
The course schedule provides students with a map for the course. It's useful to organize your course schedule into week segments.  Here is just one type of schedule:
	Due Date
	Topic
	Text
	Assignment/Task 

	1/21
	Objectives and Assessments
	Text, 

Ch 1-3 
	Group Discussion 1: Introduction — 

Introduce yourself to your colleagues.  Respond to at least 2 of your colleagues. (Additional requirements are listed in the discussion board.)

Group Discussion 2: Objectives — 

Post a course objective, at least three supporting objectives and describe how you will assess those objectives.  Respond to at least 2 of your colleagues postings using the discussion board guidelines.

	1/25
	Planning Assignments
	Text, 

Ch 4-6 
	Analysis Project Due

Practice Quiz 2 Due

Group Discussion 3: Exploration Results — 

Post 2-3 meaningful findings from the reading and exploration and explain why they are helpful to you. Respond to at least 2 of your colleagues using the discussion board guidelines. Group Discussion 4: Online Assignments — 

Post two online assignment outlines for the sample course you chose in Part 1 and any questions or concerns you encountered in this process. (Additional requirements are listed in the discussion board.) Respond to at least 2 of your colleagues using the discussion board guidelines.


Technical Requirements and Help
Email 

You must use your Towson email account for all course and instructor correspondence.  For more information on your email options, see: http://www.towson.edu/adminfinance/ots/trainingdoc/shr35-webmailgoogle.asp
Course Technical Requirements

Inform students of any hardware or software required for the course – aside from those normally required to use Blackboard – such as a microphone, webcam, or scanner.
Blackboard and General Technical Help: 
Important Resources and Information for Students
Student Computing Services is a great resource for Blackboard and other technology questions. Contact them at 410-704-5151, scs@towson.edu or at www.towson.edu/scs.  If on campus, you may also use the Student Computing Services lab in Cook Library, room 35.  Additional help information can be found through the Office of Technology Services: http://www.towson.edu/ots
Blackboard is backed up every Sunday from 1:50am – 5:00am and is unavailable at that time. 

OTS conducts Sunday Maintenance windows from 6:00am – 12 Noon on select Sundays.  A message will be posted in the Daily Digest prior to the maintenance with what services will be unavailable during the maintenance window.  

If you attempt to access Blackboard and it is unavailable please proceed to the following locations to find out further information about the system outage:

· OTS Alerts - Most up-to-date information concerning OTS Services, https://carbon.towson.edu/sites/otsalerts/default.aspx 
· Blackboard Login - bbweb.towson.edu *When Blackboard is unavailable a message will be posted in place of the login page
· Student Resource site for Blackboard Students, http://www.towson.edu/blackboard
· Help Center On-Call Services  - 410-704-5151

If you find the outage is not scheduled, and is not an OTS Alert, please call the OTS Help Center at 410-704-5151 for further information.
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