Course Syllabus

Semester







California State University, Sacramento

Department/College

Course Name
	Instructor:
	

	Online Office Hours:
	“Virtual” office hours via SacCT chat tool for example.  Provide days and times you will be available.

	Office Location:
	Provide physical office location. 

	Phone:
	

	Email:
	

	GE Area if applicable:
	General Education courses must display the area they fulfill.

	Prerequisites:
	Any courses that must be taken prior to or concurrently, other restrictions… 

	Required Texts:
	Titles, author names, edition number, ISBN number…


Required Texts and Readings

If you prefer you can list the textbooks and other readings as a separate category to include more detail (such as a full citation of textbooks, a brief description of each, etc.).
Course Description

Provide current description from course catalog.  

In addition, add your own description of how you plan to approach the course.  This would be a good place to introduce students to the course and explain that the course will be held entirely online .

Course Objectives

Type in the primary learning objectives of this course.  Use action verbs to describe what students and you will accomplish through this course.  A bulleted list is a good way to display these objectives as shown below:

· Objective

· Objective

· Objective

· Objective

· Objective

Course Delivery Method – Hybrid 

This course is designed to provide a hybrid experience, using both face-to-face and online environments. Contact time will be divided in the following way: ____% face-to-face and ____% online. Your online work will be in SacCT (Sacramento Course Tools), the campus learning management system. Online activities may include one or more of the following: chat, messaging, discussion forums, email, journaling, blogging and exams. Face-to-face sessions will be held in ____________.

Access the Course
This course will be delivered entirely online through a course management system named SacCT.   Students will use their Saclink account to log into the course from the SacCT Login page (https://online.csus.edu).  

If you do not have a Saclink account yet, please refer to the Setting Up a Saclink Account webpage (http://www.csus.edu/saclink/settingUp.stm) to create a saclink account online.  

To get started using a SacCT course please visit the Student Resources webpage (http://www.csus.edu/webct/student/) where you can access Online Tutorials, Frequently Asked Questions, and other help resources.
Communications

Include information on how you plan to communicate with students and how they can communicate with you based on the ty.  Since you are teaching an online course using SacCT you will probably be using the Mail tool within the course for most of your communication.  An example:

We will be using various communication tools that are built into the SacCT course such as:  

· Announcements 

· Mail 
· Discussions 
· Chat   

· Calendar

Explain how you will be using each tool for example, which tool is best to use to contact the instructor with questions, or how will Virtual Office hours take place, etc.  
Technical Requirements

To access a course on SacCT you will need access to the Internet and an internet browser (Internet Explorer, Firefox, Safari).  To ensure that you are using a supported browser and have required plug-ins please run the Check Browser from your SacCT course.  Refer to the SacCT Browser Tune-up page for instructions. 

For help or to report a problem with SacCT you can:

· Visit the Student SacCT FAQ’s webpage
· Submit a SacCT Problem Form 

· Contact the University Help Desk at (916) 278-7337 
Course Components
Course Assignments and Projects

List the assignments and major projects (such as term papers or term projects) students must complete in order to apply what they have learned throughout this course.  Explain what the purpose of each of these assignments/projects is. (Hint: you can list these using an ordered list) 

1. Assignment/Project Name

2. Assignment/Project Name

3. Assignment/Project Name

4. Assignment/Project Name

5. Assignment/Project Name

Assignment Submission Instructions

Provide instructions on how to successfully complete and submit assignments and/or projects.  Explain how to: 

· Access the assignment (Assignments tool, Assignments icon on the course homepage, from a link within a Learning Module, etc).  

· Whether they will be able to take back assignments after submitting them.

· How to submit group assignments (one group member usually submits for the entire group).

· Where they can view graded assignments.

Within your SacCT course, you will also have the opportunity to provide instructions for each assignment (writing requirements, attachment instructions, due dates, grading etc.)
Discussions

Explain what function will Discussion postings serve in your course (participation, reflect on class readings, for group projects, sharing of resources, etc.).  You can also include grading criteria information and some basic guidelines for students to follow when they are posting.  (Instructions specific to each discussion topic can be placed in SacCT).
Online Quizzes/Exams

List the different quizzes/exams that will be taken in this course.  Explain how to access quizzes/exams (from the Assessments Tool, the Assessment Icon on the course home page, within a Learning Module).  Add general instructions on how to take an online quiz/exam.   Include information on how questions will be displayed, how and when submissions can be reviewed, etc.  For example:

Quizzes/exams can be accessed from the Assessments tool on the course menu or from the main homepage via the Assessments icon.  You can only take an exam within the specified time frame.  When a quiz/exam becomes available, the quiz/exam link will become active and you can then begin the exam. Make sure to save your answers as you take the quiz/exam.  Once you are finished you will be able to review your submission via the View Submissions option.  

Other 

Provide description of other SacCT tools used to deliver course material (Learning Module, WebLinks, Announcements, Calendar).
Grading

Define what assessment tools you will be using to evaluate students’ successful progress in the course (for example:  number of quizzes, midterms, final exam, assignments, readings, etc.)

Grade Distribution
	Assignment
	Points
	Percentage %
	Points Earned

	Assignment 1
	
	
	

	Assignment 2
	
	
	

	Assignment 3
	
	
	

	Assignment 4
	
	
	

	Assignment 5
	
	
	

	Total
	
	
	


Grading Criteria

Define your grading scheme for this course…

	Scaled Score
	Letter Equivalent

	xx-xx
	A

	xx-xx
	B

	xx-xx
	C

	Less than xx
	D


Viewing Grades in SacCT

Explain how you will post grades and how students can access them.  Since you will be managing a gradebook on SacCT you can post grades online in the course.  Students can access these via the MyGrades tool in their SacCT course. 
Course Policies

Explain rules and/or procedures about class participation, submission of course work, exams and make-ups, extra credit, and other important instructions.  For example, you can list the categories as follows: 

Participation

Explain how you will keep track of student participation and how often students should be accessing the course.  You can mention that you will be using SacCT tracking tool, discussions, chat sessions, and group work, to monitor their participation in the course.  
Make-Up Exams

Explain if students can make-up an exam, how and where (online via SacCT, testing center, etc).
Late Work

What is the general time frame for cutoff dates (if any) for the different course assignments. Provide information about any penalties for submitting late work .
Extra Credit

List specific assignments and/or projects that will count as extra credit and the maximum amount of points available for this type of work.  Or, you can also state that opportunities for extra credit will be available and will be announced throughout the course of the semester.  
University Policies

Provide information about university policies that your students should be aware of.  The following are two common policies, add more as needed.
Academic Honesty
Students are expected to be familiar with the University’s Academic Honesty, Policy & Procedures.  The policy on Academic Honesty and other information regarding student conduct can be accessed from the University Policy Manual (http://www.csus.edu/umanual/index.htm).

You should include information about the policy relevant to your course; for example, define what plagiarism is based on the University Policy Manual and the consequences for engaging in this particular behavior.   For plagiarism specifically, you may want to include a link to the Library’s Plagiarism Website (http://library.csus.edu/content2.asp?pageID=353).
Reasonable Accommodation Policy

If you have a disability and require accommodations, you need to provide disability documentation to Services for Students with Disabilities (SSWD).  For more information please visit the SSWD website (http://www.csus.edu/sswd/).  They are located in Lassen Hall 1008 and can be contacted by phone at (916) 278-6955 (Voice) (916) 278-7239 (TDD only) or via email at sswd@csus.edu.

Please discuss your accommodation needs with me after class or during my office hours early in the semester.

University Resources

Refer students to any campus resources or online resources that you feel will be helpful for them in completing your course successfully.

Sac State Library
Provide description and link to website.  For example:

As a Sac State student you have access to the various resources offered by the library such as book checkout, study areas, computer labs, online tutorials, research databases, etc.  To learn more about available resources visit the Sac State Library  website (http://library.csus.edu/).  

Student Computing Labs
Provide description and link to website.  For example:

Students can use any of the IRT managed student computer labs on campus. Visit the University Labs website (http://www.csus.edu/uccs/labs/generalinfo/about.stm) for information about locations, hours, and resources available.  
SacCT

Provide description and link to website.  For example:

SacCT is the course management system used on the Sac State campus for online courses or for courses that have some component online.  To access a course on SacCT, you must login from the SacCT Login Page (https://online.csus.edu).  

To learn more about SacCT visit the Student Resources webpage (http://www.csus.edu/webct/student/) where you can view online Tutorials, FAQ’s and other help resources.
Writing Center
For free, one-on-one help with writing in any class, visit the University Writing Center in Calaveras 128. The University Writing Center can help you at any stage in your reading and writing processes: coming up with a topic, developing and organizing a draft, understanding difficult texts, or developing strategies to become a better editor. To make an appointment or a series of appointments, visit the Writing Center in CLV 128 or call 278-6356. For current Writing Center hours and more information, visit the Web site at www.csus.edu/writingcenter.
Testing Center

Provide description and link to website.
Course Schedule

Weekly assignments will be explained in detail in the Learning Modules area of SacCT. Always check in SacCT for possible changes in the schedule or assignments.

	Date/Time
	Session Type
	Topics

	
	Face-to-Face
	

	
	Online
	

	
	Face-to-Face
	

	
	Online
	

	
	Face-to-Face
	

	
	Online
	

	
	Face-to-Face
	

	
	Online
	

	
	Face-to-Face
	

	
	Online
	

	
	Face-to-Face
	

	
	Online
	

	
	Face-to-Face
	

	
	Online
	

	
	Face-to-Face
	


The descriptions and due dates are subject to change at the discretion of the Instructor.  

Attendance

Students are expected to attend all online and face-to-face class sessions. Attendance in face-to-face and online activities is necessary for success in a hybrid course.
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