Syllabus 'Starter' Template
[bookmark: _Toc170471279]Information for Instructors 
The first two pages of this document are for instructors. The remainder of the document can be used as a template for your syllabus and shared with students. 
The Syllabus Requirement policy states that instructors must provide a syllabus for all undergraduate courses and all graduate courses (except generic courses) and specifies what information is required. Required information is indicated in the template with an asterisk in the relevant heading. We’ve also included sections that are encouraged but not required.
With one exception (the “University Policies and Course Accommodations” statement), there is no standard language you must include, so write in your voice and set policies that work for your course (and conform to university policy).
We hope this template will make it easier to include required and recommended content as well as to ensure your syllabus is digitally accessible. 
[bookmark: _Toc170471282]Sections of Syllabus ‘Starter’ Template:
Information that instructors are required to include is noted with an asterisk (*). 
[bookmark: _Toc170471283]Introduction to Course and Instructor
· Instructor Information and Office Hours*
· Course Description 
· Course Objectives*  
· Course Materials* 
· Technical Requirements
[bookmark: _Toc170471284]Course Policies
· Absence Policy*
· [bookmark: OLE_LINK18][bookmark: OLE_LINK24]Classroom Community Expectations (or “Classroom behaviors”)* 
· Communicating with Me: How and Why
· Grade Policies*
· Course Deadlines and Late Work
· Generative Artificial Intelligence Policy
· Student Workload and Time Use
· Content Warning
· Class Recording
· Digital Wearables (Smart Glasses, etc.)
University Policies and Course Accommodations*
Weekly Calendar
[bookmark: _Toc170471286]How to use the Syllabus ‘Starter’
To understand this document as you read it, know that:
Sections with an asterisk in the heading indicate information is required
Language placed within “[ ]” is guidance for instructors
Sample language, which can be modified or replaced with your own version, is labeled “sample language” and is in green.
To edit this document for your own syllabus, before sharing with students you should:
Erase the first two pages of “Information for Instructors,” including the “Syllabus ‘Starter’ Template” title 
Keep required content (noted with an asterisk) but add/modify text for your context
If you keep or modify example language, change the text color to black
Delete guidance to instructors (text within “[ ]”) after you have considered or applied it

[Course Title & Reference Number] [Term YYYY] Syllabus
[bookmark: _Toc170471291]Course and Instructor Information
Instructor Information and Office Hours*
· Instructor name:
· UO email:
· Office room number:
· Office hours:
· [set hours]
· [statement indicating how to schedule an appointment outside office hours]
[Optional additions: consider noting how you would like students to address you in writing and/or in person, and feel free to include your pronouns. In addition to noting office hours, consider describing somewhere in your syllabus what sort of reasons students might attend them (you will find sample language for this under the “Communicating with Me” section).]
[bookmark: _Toc170471293]Course Description
[Consider updating your student-facing course description to include a personal, in-your-voice welcome, including a statement about the course values, broad goals, or important questions you will address together.]
[bookmark: _Toc170471295]Course Objectives* 
[Provide students with a list of the course objectives. Objectives should be written as statements that specify student actions that are observable through the activities of the course. “By the end of the course, students should be able to...[verb] + [object].” For more information, check out our Aligned Course Design page.
In addition to the learning objectives, if a course meets any Core Education Requirements, include a statement about which requirements it meets and why. You can find guidance and example language linked on the Required Syllabus Content webpage.]
Course Materials* 	
[Let students know what materials are required and how they can access materials for your class. 
Consider using free or low-cost materials if you do not already. After you’ve identified what course materials students will need, you may wish to remind students that if they have difficulty purchasing necessary textbooks or other course materials, they can apply for a Textbook Subsidy through UO’s Basic Needs program. UO Portland Students may be able to apply for additional financial support for academic materials and other Basic Needs through the Office of Student Life & Belonging] 
[bookmark: _Toc170471300]Technical Requirements
[Inform students of the main platforms you will use and how to access support. UO’s Canvas use policy requires almost all courses to have a Canvas site. What other technology you may use is up to you. Instructors using the Respondus Lockdown Browser can find syllabus language to include on the Lockdown Browser page.]
[bookmark: _Toc170471301]Sample Language for Canvas
Canvas is the place to go for course information and engagement outside of class time.  To access our course Canvas site, log into canvas.uoregon.edu using your DuckID. If you have questions about using Canvas, visit the Canvas Support Page or call 541-346-4357. 
[bookmark: _Toc170471302]Course Policies
[bookmark: OLE_LINK25][bookmark: OLE_LINK34][bookmark: OLE_LINK35][bookmark: OLE_LINK36][bookmark: _Toc170471307]Absence Policy* 
[Include your absence/attendance policy. In addition to meeting the Syllabus Requirements, it also should meet UO's “Course Attendance and Engagement” policy. Instructors have the discretion to decide what attendance policy best supports their courses (including a no-penalty policy), but they should:    
· Be “reason-neutral.” Instructors who require attendance and/or penalize absences "[...] shall not ask for reasons for absences and shall not distinguish between ‘excused’ and ‘unexcused’ absences since there is no equitable way to confirm the veracity of student-provided reasons or documentation outside the university context.”
· Make attendance and make-up policies and their impact on grades explicit, including any requirements for attendance, how absences affect grades and the conditions under which coursework can be made up.”  
For courses that have an engagement policy instead of an attendance policy (such as asynchronous online courses), "syllabi shall outline requirements for engagement, what constitutes lack of engagement, and if and how missed engagement opportunities can be made up."    
For information on creating your own policy, UO exceptions you should know, and how to advise students with extensive absences, visit the  "Enacting the Senate’s ‘Course Attendance and Engagement’ Policy" page. Explore examples of attendance policies here.]
Classroom Community Expectations (or "Classroom Behaviors”)*
[The Senate has noted that syllabi should include policy on “classroom behavior.” We encourage thinking about the "classroom" as all sites where students are engaged with each other, whether face to face in a physical classroom or in an online space (like Canvas Discussion). 
It is useful to be transparent about expectations you hold for students (and that they can hold for one another) and about expectations your students can hold for you.]
Sample Language:
All members of the class (both students and instructor) can expect to: 
Participate and Contribute:  
· All students are expected to participate by sharing ideas and contributing to the learning environment. This entails preparing, following instructions, and engaging respectfully and thoughtfully with others. 
· While all students should participate, participation is not just talking, and a range of participation activities support learning. Participation might look like speaking aloud in the full class and in small groups as well as submitting questions prior to class or engaging with Discussion posts.
· We will establish more specific participation guidelines and criteria for contributions in our first weeks of the term.    
Expect and Respect Diversity: All classes at the University of Oregon welcome and respect diverse experiences, perspectives, and approaches. What is not welcome are behaviors or contributions that undermine, demean, or marginalize others based on race, ethnicity, gender, sex, age, sexual orientation, religion, ability, or socioeconomic status. We will value differences and communicate disagreements with respect. We may establish more specific guidelines and protocols to ensure inclusion and equity for all members of our learning community.    
Help Everyone Learn: Part of how we learn together is by learning from one another. To do this effectively, we need to be patient with each other, identify ways we can assist others, and be open-minded to receiving help and feedback from others. Don’t hesitate to contact me to ask for assistance or offer suggestions that might help us learn better.    
Communicating with Me: How and Why
[UO students report finding the variety of ways instructors set up course sites in Canvas and the many notifications and emails they receive confusing. Many instructors report having to answer numerous communication-related questions. To establish clear means of communication, try summarizing:
How you will communicate with the class (and possible response times to individual emails or submissions)
How students can communicate with you and
Why they might want to communicate with you. 
While #3 may feel self-evident, giving all students a sense of what you can support them with is particularly important for students who do not yet have experience with posing questions to or getting support from instructors, or students who may be hesitant to ask.]
Sample Language:
How will I communicate with you?
Our class will communicate through our Canvas site. Announcements and emails are archived there, automatically forwarded to your UO email, and can even reach you by text. Check and adjust your settings under Account > Notifications.  
I get in touch with individual students when needed through email. When giving feedback on assignments, I do so in Canvas, and turnaround time for feedback is generally one week.
How can you communicate with me?
If your question (or comment) is:
a practical, yes/no one about an assignment, reading, or other component of our class, post your question on the Discussion thread titled “Class Q & A”
about a technical challenge with Canvas or another technology, please contact the UO Service Portal. 
about course content, about something personal or time sensitive, or something else that doesn’t fit elsewhere, please email me or attend office hours.
Why should you communicate with me?
I enjoy talking with students about our course material! Are you confused or excited about something? Wondering how what we’re learning relates to current events, career choices, or other classes you can take UO? Please be in touch! Please also be in touch to tell me how you are doing in the course. If you are having trouble with some aspect of it, I would like to strategize with you. I believe every student can succeed in this course, and I care about your success.  
Office hour details
When & where: I will host office hours each week on [day/time] and at [location]. I welcome meetings outside my regular office hours as well. Just email me or call me at [office number] to set a time. 
What: During office hours, students bring in a wide range of concerns, questions, and successes. We might talk through a specific concept or problem to clarify it, might think together about an issue a student is curious about that relates to the class, might discuss a student’s post-graduation goals, might identify more supportive methods to study for a future exam or to begin a project, or any number of other topics. Some students have never been to an instructor’s office hours—if that is you, please change that this term by attending! Feel free to come with a peer if that is useful for you.  
Grading *
[Describe your grading scheme and any related policies (find more information at the Registrar's University of Oregon Grading System page). Include or link to grading criteria and expectations, such as grading rubrics.] 
[bookmark: _Toc170471310]Course Deadlines and Late Work
[If you have not included this information other sections, make sure to communicate transparently about assignment deadlines and (if applicable) any available flexibility. Find example language around flexibility and late work policies here. In addition, you may wish to remind students what the UO deadlines are for term, such as deadlines to add or withdraw from a class. If you do remind students of these, we recommend reminding students that you believe all of them can succeed in the course.]  
Generative Artificial Intelligence Policy
[We strongly encourage instructors to have an explicit policy about GenAI in their course syllabus, including any relevant distinctions between GenAI use (as process) and GenAI content (as product). If instructors allow for GenAI use for certain tasks or assignments, they will also want to specify in policy to what extent additional GenAI use for other course activities or assignments is allowed, if at all. We encourage instructors to reinforce their expectations in assignment instructions and in conversation with students. Explore our GenAI Course Policies page for sample language] 
Student Workload and Time Use
[Giving students a breakdown of how much time you expect they spend each week can help them make realistic decisions about their workloads. UO’s Credit Hour and Student Workload Policy states that each credit hour for an undergraduate course should amount to 30 hours of student work throughout the term. A graduate course is 40 hours of work throughout the term per credit hour.]
Sample Language
Because this is a 3-credit hour course, you are expected to complete 5-6 hours of work each week for the class (outside of our meeting times). Please note that you have a research paper due in week 5 and one in finals week. During those weeks you may need to commit more time than average to write and polish this work. Please try to plan accordingly. 
Content Notes/Content Warnings
[Content warnings (or “content notes”) can be used to support student engagement around particularly difficult content. As DePaul’s Content Warning teaching guide says, “Content notes are not meant to censor faculty or excuse students from engaging with difficult course material. Instead, content notes help students to prepare and care for their health. When students who have experienced trauma or other conditions are aware of content that may evoke or activate challenging emotional, mental, or physical responses, they may be able to take necessary steps to support their mental and physical health that will allow them to more effectively participate and engage with course material.”]
Sample language (adapted from Dean Jennifer Espinola, School of Law):
We deal with several topics in this class that could elicit a strong emotional response based on your history, experiences, identities, and other factors. Those topics include sexual violence, harassment, and discrimination. Please take care of yourself as you engage with this material and be sure to seek out support as needed, which may include campus resources such as the UO Counseling Center (or the UO Portland Office of Student Life & Belonging for students on the Portland Campus).
Class Recordings
[Students do not have a right to record what happens in your classroom without your permission (with the exception of students who have AEC accommodations for technology-assisted notetaking). This is reflected in the UO Student Conduct Code, which defines academic misconduct to include unauthorized recording or dissemination of instructional content (section IV.1.g).
Students may, however, have good reasons for wanting to record parts of class (learning differences, working in a nonnative language). Some faculty may choose to permit recording of lectures.]
Sample Language (to restrict recording)
The use of technologies for audio and video recording of lectures and other classroom activities is prohibited without explicit permission from the instructor and other students, or without the relevant AEC accommodation. Please contact me immediately if there is an important rationale for your personal use (for studying and the completion of class assignments) of recorded material.
Sample Language (to permit recording)
In this course, all students may make audio/video recordings of lectures for their own educational use in the class — reviewing class content, updating written notes, preparing for assignments, etc. Recordings should be limited to lecture portions of the class when the instructor is the only speaker. Students should not record their classmates. Turn off recording during classroom activities. Students do not have permission to share recordings they make with anyone else.
AI-Enabled Digital Wearables
[Digital wearables, such as smart glasses or AI-enabled glasses, could be used inappropriately by students during exams or used to record class. Faculty can restrict use of such devices and instruct students to remove them if students violate that policy.]
Sample Language (to restrict use of AI-enabled glasses or other wearables)
Use of AI-enabled glasses or other AI-enabled digital wearables is not allowed in our class. Students will be asked to remove them prior to exams and class sessions. Students with prescription smart glasses should be prepared to switch to standard prescription glasses or contacts while in class. Use of these disallowed tools may violate UO’s academic misconduct policy. 
University Course Policies*
[This statement is required under the UO Syllabus Requirement policy for both graduate and undergraduate courses.]

Please read and make sure you are familiar with the important policies that apply to all UO courses, which can be found at University Course Policies: a Guide for Students. The University is committed to providing equal opportunities to all students in a learning environment free from discrimination and harassment. Students with disabilities may request accommodations by contacting the Accessible Education Center (AEC) at uoaec@uoregon.edu or 541-346-1155.  Students in need of accommodations due to pregnancy, military leave, and religious observances should contact the Office of Equal Opportunity and Access at eoa@uoregon.edu or 541-326-3123.

Course Calendar
[The Syllabus Policy asks instructors to include details about key assignments, exams, and other activities. A course calendar is one way many instructors share this information with students. Frequently instructors create these in tables, which can be challenging to make accessible. The table below is formatted for accessibility, including by having a heading row.

If you prefer to have a row for every class period instead of every week, add as many rows as necessary and change “week” to “date.” You can also modify other columns to fit your needs.]
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