DELETE THIS PAGE 1 INSTRUCTIONS AFTER COMPLETING YOUR SYLLABUS

How to Use This Template to 
Update Your Previous Syllabus

This template meets the Academic Senate Policies’ requirements. Items that are optional are designated as such within the template. Information in parentheses are items that you need to insert or replace. 
First Step

1. Save this template on your desktop.

2. Under the File menu select Properties

a. Change Author to your Name

b. Change Title to your Course Title
Second Step

There are two simple methods to create your new accessible syllabus with this template.
Direct Input Method

1. Highlight the text that you want to change and type directly over it. Text in the template will be replaced. 
Copy and Paste Method

You can transfer text from your previous syllabus to this template with the Copy and Paste functions in Word.

1. Open both your previous syllabus and this template in Word.

2. In your previous syllabus, copy the text that you want to transfer. This works best if you copy one paragraph, heading or list at a time.  Copying and pasting more than this may result in loss of accessible formatting.
3. In the template, highlight the corresponding text that you want to replace.

4. Paste your copied text over the highlighted text in the new template.

5. A Paste function icon will appear next to the copied text. [image: image1.jpg]



6. Click on the downward arrow in this icon and choose the “Match Destination Formatting” option in the pop down list. 
[image: image2.jpg]]
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7. The Style and Formatting of the pasted text will confirm to the template’s style. 



Sonoma State University
School/Department
Course Number, Title, Section, Semester, and Year
	Instructor:
	(Your name)

	Office Location:
	(Building and room number)

	Telephone:
	(area code) (telephone number)

	Email:
	(Your email address)

	Office Hours:
	(Days and time)

	Class Days/Time:
	(Days and time)

	Classroom:
	(Building and room number)

	Prerequisites:
	(If none, delete this row)

	GE/SSU Studies Category: 
	(If none, delete this row)

	Course Fees:
	(If none, delete this row)


Course Description 

(Insert course description from the catalog and/or departmental description here.)

Course Goals and Student Learning Objectives

(Insert goals and objectives here. Objectives must be measurable, specific, and time related. Sequential numeration of GE/SSU studies learning outcomes followed by course learning outcomes.)
ThisLearning Outcomes (LO) 
Upon successful completion of this course, students will be able to:
LO1 (insert learning objective 1)

LO2 (insert learning objective 2, etc.)

Course Content Learning Outcomes
Upon successful completion of this course, students will be able to:
LO3 (insert learning objective 3)

LO4 (insert learning objective 4, etc.)

Required Texts/Readings 

Textbook

(Insert the complete textbook citation here. Include ISBN and where students can buy the text.)
Other Readings

(Insert the list of any additional readings here.)
Other equipment / material requirements (optional)

(Include as necessary e.g., if students need a VHS tape for recording, obtain specific software to do homework, etc. here.)
Library Liaison (Optional)

(Insert the name, email address, and other relevant information of your liaison for students with library research questions here.)
Classroom Protocol

(Insert your expectations for participation, attendance, arrival times, behavior, safety, cell phone use, etc. here.)

Dropping and Adding

Students are responsible for understanding the policies and procedures about add/drops, academic renewal, etc. Information on add/drops are available at http://www.sonoma.edu/ar/registration/addclasses.shtml. Students should be aware of the current deadlines and penalties for adding and dropping classes. 
Course Requirements 

(Insert your enumerations and brief descriptions for the course assignments here, and indicate how each assignment is aligning with the learning outcomes. Include information about due dates and assignment weights. 

Grading Policy

Specify grading policies including how grades are determined, what grades are possible, whether extra credit is available, what the penalty is for late or missed work, and what constitutes a passing grade for the course. Include the date of the final exam/s. If you grade on participation, indicators on how participations will be assessed should be included.)

University Policies

Academic integrity

Students should know that the University’s Cheating and Plagarism policy is available at http://www.sonoma.edu/UAffairs/policies/cheating_plagiarism.htm. Your own commitment to learning, as evidenced by your enrollment at Sonoma State University and the University’s policy, require you to be honest in all your academic course work.. 
Instances of academic dishonesty will not be tolerated. Cheating on exams or plagiarism (presenting the work of another as your own, or the use of another person’s ideas without giving proper credit) will result in a failing grade and sanctions by the University. For this class, all assignments are to be completed by the individual student unless otherwise specified.
Campus Policy on Disability Access for Students (Optional/suggested statement)
"If you are a student with a disability and you think you may require accommodations, please register with the campus office of Disability Services for Students (DSS), located in Salazar Hall - Room 1049, Phone: (707) 664-2677, TTY/TDD: (707) 664-2958. DSS will provide you with written confirmation of your verified disability and authorize recommended accommodations. This authorization must be presented to the instructor before any accommodations can be made." The policy can be found at http://www.sonoma.edu/uaffairs/policies/disabilitypolicy.htm 

Emergency Evacuation (Optional/suggested statement)

If you are a student with a disability and you think you may require assistance evacuating a building in the event of a disaster, you should inform your instructor about the type of assistance you may require. You and your instructor should discuss your specific needs and the type of precautions that should be made in advance of such an event (i.e. assigning a buddy to guide you down the stairway). We encourage you to take advantage of these preventative measures as soon as possible and contact the Disability Services for Students office if other classroom accommodations are needed.
SSU Writing Center (Optional)

The SSU Writing Center is located in Schulz 1103. The Writing Center helps SSU students, faculty, and staff members (as well as members of the wider community) become better writers and produce better written documents.  The Writing Center website is located at http://www.sonoma.edu/programs/writingcenter/default.html.

Course Number / Title, Semester, Course Schedule

List the agenda for the semester including when and where the final exam will be held. Indicate the schedule is subject to change with fair notice and how the notice will be made available. 
	Week
	Date
	Topics, Readings, Assignments, Deadlines
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	Final Exam


	
	Venue and Time 


How to use this template to update your previous syllabus:         DELETE THIS TEXT BOX AFTER COMPLETION


1. Open both of your previous syllabus and this template in Word. 2.  In your previous syllabus, copy the text that you want to transfer. Information is saved on your Clipboard.  3. In this template, highlight the corresponding text/location for your copied information and paste over the text/location. The new Styles of text will conform to the Styles prescribed in the template. 4. Of course you can always just type directly in this template to replace the text. Notice: information in parentheses are instructions that you need to replace or delete.









