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Syllabus Template Comments
The document compiles the comments in the USI Syllabus Template. Please refer to the comments below if you are using the “clean” version of the Syllabus Template that does not include comments on the side.
Recent updates
· May 2026: Updated Syllabus Statements section. Updated headings for accessibility; please see the Tip Sheets on the USI Accessibility website on how to add headings in Word and tag in Adobe.
· Jan 2026, July 2025: Minor updates to the AI Tools Use, Student Resources, and Additional University/Course Policies sections. Added accessible headings (rather than bold font alone).
· Apr 2025: Updated Syllabus Statements section with AED information; additional minor updates.
· Aug 2024: Added suggested recording class statement.
General Instructions
· Comments in [brackets] are for instructor’s use. Please delete these comments before distributing to your students.
· A university-wide template has been implemented since Spring 2017.  The format and order of the content is not prescribed, as long as the required components are clearly presented.
· Departments/programs may have additional requirements.
Instructor Information
Student drop-in hours (Office hours): Include mode (in-person, Zoom, email etc.) and how to make appointments.
Course Information
Credit Hours: Required - As listed in the current Bulletin; include Lecture-Lab hours as applicable.
Welcome! About This Course
“An instructor growth mindset conveys that the instructor believes that students are capable of growing their abilities if they put in the time and effort, use strategies for success, and reach out for help when they are struggling.” (See the SEP Syllabus Review Guide, Q1.)
Course Description
Required - As listed in the current Bulletin
Course Learning Outcomes
Required - Should be consistent across all sections and modes of delivery
Creating specific, measurable learning outcomes: See Course Objectives & Learning Outcomes (DePaul Univ). Writing Learning Intended Outcomes (Yale Univ) and Revised Bloom’s Taxonomy (Iowa State Univ) for guidance.
Program Learning Outcomes
Required, as applicable.
· Describe the relationship between program and course learning outcomes.  For example, for a Core 39 course, indicate which Core outcome(s) are addressed (ex: specific Way of Knowing outcome(s) and subcategory). A link to the specific Core 39 outcomes may be used, or they can be listed in this section.
· Where program outcomes are not available, briefly describe how the course relates to the program, discipline, or field.  The Course Outcomes and Program Outcomes may be listed as a table or graphic to show the mapping/connections between these outcomes.
Textbook/Course Materials
**Apr 2025: Please see the Textbook and Educational Materials Royalties policy in Section C.35 of the Faculty Handbook.
Indicate if required or recommended. Include the citation, ISBN, URL, or where students can access the materials.
Course Policies and Expectations
Recommended. It is helpful to briefly explain your rationale of the policies and student responsibilities and how it relates to student learning, civility, and/or professional skills.
See suggestions for Communication Expectations Online and Adult Learning’s template.
Grading, Assignments, Exams, and Assessment Policies
Academic integrity/cheating: **Suggest describing what use of AI tools is acceptable (see below).
Sanctions for violations of academic integrity: Recommended - Refer to the University’s Academic Integrity Policies and Procedures
AI Tools Use in This Course
**The first paragraph is included in University Policies. 
Determine the level of acceptable use of AI tools and include syllabus language to clarify this for your students. Suggested statements for two common scenarios are below that you can use/modify.
· See additional examples of syllabus statements and course policies in this compilation of Classroom Policies for AI Generative Tools. 
· The suggested syllabus language below comes from Duke University, University of Iowa, and Colorado State University.
· See CETL’s AI Tools and Teaching Guidance
Student Resources
“Does the syllabus communicate that utilizing academic resources is a standard part of succeeding, and provide flexible opportunities for accessing support?” (See the SEP Syllabus Review Guide, Q6.)
Recording Class Sessions
**Aug 2024: If you permit student recordings in certain instances beyond approved accommodations, see example statements and guidance from Boston College and the Univ of Mary Washington.
Online Proctoring Using Honorlock
**Apr 2025: Starting 2025-26, USI will use Honorlock for remote proctoring. Refer to information from Online and Adult Learning.
Safety: Emergency Evacuation and Shelter-in-place Instructions 
Spend a few minutes to obtain critical information to complete the safety instructions for your class. This information, in a high-risk event, may save lives.
· Be familiar with the building and classroom number you are teaching in.
· Each exterior door and stairwell is numbered for reference.
· Familiarize yourself with the evacuation routes & shelter-in-place maps
Additional Course/University Policies and Information (Syllabus Statements)
Required ** Do not modify the Required statements. Adding course-specific information that support the statements is acceptable. The bullet points were updated July 2025.
Disability Accommodations: **May 2026: This statement has been updated on the Syllabus Statement webpage.
Course Outline and Schedule
Required - The course schedule/calendar should be included in the syllabus or on Blackboard.
· Consider adding a statement that the schedule may change with advanced notice. 
· Final exam schedule
· Please consult the academic calendar and keep in mind religious holidays and significant campus events.
· See Course Calendar templates from Online and Adult Learning.



Resources for Developing an Effective Syllabus [For instructor’s use.]
Syllabus Review Guide. Student Experience Project (SEP). [A step-by-step guide for syllabus development or revision for creating a course that promotes equity, belonging, and growth for all students.]
Creating a Warmer and More Inclusive Syllabus. Indiana University (2023). [This article offers guidance to make your syllabus accessible, communicate your expectations, & acknowledge hidden curriculum.]
Tips Round-up: Syllabi. Bayraktar, B. (2022). [Creating an engaging and student-centered syllabus.]
The Syllabus from a Student Perspective. Gannon, K. (2019)
[This checklist helps guides the specific information that answers questions relevant to your students. Consider presenting some of this content as a FAQ or Q&A.]
How to Create a Syllabus. Gannon, K. (2019). The Chronicle of Higher Education.
[This interactive guide and 3-part series takes a faculty perspective on developing our course syllabus while considering how to make the syllabus an entry point and invitation to the course for our students.]
AI Tools and Teaching Guidance. USI CETL.
Accessibility Considerations
Creating Accessible Documents. USI Accessibility website. [See the Quick Tips.]
UDL Syllabus. UDL On Campus, CAST. [This webpage offers guidance for developing the syllabus elements while considering University Design for Learning (UDL).]
Creating Accessible Documents. University of Washington.
[This website offers helpful tips for creating accessible documents from common applications.]
Course Workload Estimator. Rice University [This tool estimates a student's out of class hours/week based on the planned reading, assignments, and assessments.]
Developing Course Objectives and Outcomes
Course Objectives & Learning Outcomes. DePaul University Teaching Commons.
[This webpage guides you through writing outcomes and provides helpful examples.]
Revised Bloom’s Taxonomy. Iowa State University Center for Excellence in Learning and Teaching 
[This is a helpful guide with examples of using Bloom’s taxonomy.] 
Writing Learning Intended Outcomes. Yale Poorvu Center for Teaching and Learning 
[This webpage provides guidance and examples on writing course learning outcomes.]
Tip: Writing Learning Outcomes. Bayraktar, B. (2021).  
[Simple explanations and tips on writing outcomes: "What do students need to know and be able to do at the end of the course?" This is part of a Backward Design series.]
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