Online & Hybrid Course Syllabus Example

PCC

ONLINE & HYBRID COURSE SYLLABUS EXAMPLE

This is an example of what an Online Syllabus should look like. While you will have your own way of
creating a face-to-face syllabus, there are several differences between your face-to-face and your Online
Syllabus. This syllabus example will give you an idea of how to frame your Course Map (navigation and
links) as well as give you specific language you can easily use for the online components of your course.

Feel free to cut and paste or adapt the parts of this Online Syllabus that are relevant to your course.

Note: This is a sample Online Syllabus based on best practices in distance education and the Pasadena
City College Faculty Handbook 2011-2012. It is not mandatory that your individual course syllabus
conform exactly to this example.
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COURSE INFORMATION

DEPARTMENT ABC — ONLINE SYLLABUS COURSE XYZ 101
FALL 20XX ONLINE
INSTRUCTOR INFORMATION:

e Mary Smith

e msmith@pasadena.edu

e  Bldg XYZ, Rm 10

e (626)585-xxxx

e  Office Hours: Virtual, by CANVAS CHAT. Hours to be announced

COURSE DESCRIPTION

GENERAL DESCRIPTION

This course will teach you about XYZ.
LEARNING OUTCOMES

By the end of this course you should be able to:

e Articulate the differences between Theories X, Y & Z.

e Understand the components of X, Y & Z.

e Create a planincorporating X, Y & Z.

e Present, discuss and post your plan for X, Y & Z in an online format.

COURSE STRUCTURE

This course is conducted entirely online, which means you do not have to be on campus to complete any
portion of it. You will participate in the course using PCC’s learning management system called CANVAS
(https://canvas.pasadena.edu).

COURSE REQUIREMENTS

TEXTBOOK
Doe, Susan. Theory X, Y & Z: A Practical Approach. 3. New York: College Publisher, 2010.

COMPUTER REQUIREMENTS
ACCESS
e If you do not have access to a computer off campus, there are many computer labs on
campus you can use to participate in the course. Most public libraries also have computers
with internet access that you can use for free.
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COMPUTER REQUIREMENTS

e  You will need to have an up-to-date browser, operating system and some additional
software on your computer to take this class. Check this Distance Education page for
hardware & software requirements. Some of the documents in this course will be available
to you in PDF form. If you do not have Adobe Acrobat Reader software on your computer,
you can download it by going to http://get.adobe.com/reader/.

COURSE COMMUNICATION

ANNOUNCEMENTS

Announcements will be posted in CANVAS on a regular basis. They will appear on your CANVAS dashboard
when you log in and/or will be sent to you directly through your preferred method of notification from
CANVAS. Please make certain to check them regularly, as they will contain any important information
about upcoming projects or class concerns.

EMAIL

In this course we will use the CONVERSATIONS feature on the help corner (located in the upper right
hand navigation links) to send email for private messages. You can either check your messages in the
CANVAS system or set your notifications to your preferred method of contact. Please check your
messages regularly. When submitting messages, please do the following:

e  Put asubjectin the subject box that describes the email content with your name, week and
message subject. For example: YOURNAMEWK2ASSIGNMENT.

o  Send email only to CONVERSATIONS and not my personal email account.

e Do not send messages asking general information about the class, please post those in the
QUESTION FORUM.

e Do not submit your assignments by message.

e Make certain to check your messages frequently.

QUESTIONS

In online courses it is normal to have many questions about things that relate to the course, such as
clarification about assignments, course materials, or assessments. Please post these in the QUESTION
FORUM which you can access by clicking the DISCUSSIONS button in the course navigation links. This is
an open forum, and you are encouraged to give answers and help each other. For each clear and
comprehensive answer you give, you can receive 1 extra credit point for the course (up to 5 points
maximum).

DISCUSSION FORUMS

Discussion Forums are a way for you to engage with each other about the course content. Each lesson
module will have a question that links to a forum. You can also access each forum by clicking on the
DISCUSSIONS button in the course navigation links. In order to get full credit for each discussion, you will
need to post a thoughtful, well-written response to the question and respond to two of your classmates’
answers.

VIRTUAL OFFICE HOURS

Twice a week | will be available for virtual office hours — one morning and one evening session using
CANVAS CHAT. Click CHAT in the course navigation links.

TURNAROUND/FEEDBACK
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During the week (M-F) | will check CONVERSATIONS and monitor the discussion board several times a
day. If you have a concern and send me a message, you can expect a response within two days.

NETIQUETTE

When posting on the discussion boards and chat rooms it is important to understand how to interact with
one another online, netiquette. You can read more about the rules of netiquette at
http://www.albion.com/netiquette/index.html.

COURSE PARTICIPATION POLICY

Participation is essential to your success in this class. In distance education courses you are required to
participate just as if you were in a face-to-face course. This means that in order to get full credit for
participation, you will have to complete your discussion assignments, lesson assignments and quizzes on a
timely basis. Consistent failure to participate in class will result in being dropped from the course.

COURSE ASSIGNMENTS

IMPORTANT DATES

The due dates for your assignments can be found in the CALENDAR in the global navigation links at the
top of your screen. Please review these. In addition, | will post reminders prior to the due dates in the
ANNOUNCEMENTS.

WEEKLY ASSIGNMENTS
Each week you will need to complete the following:

o Read the weekly lesson. This will be available every Monday at noon PST until the following
Monday at noon PST.

e  Post in the weekly Discussion Forum by Thursday at noon PST.

e Respond to two other students’ posts in the Discussion Forum by the following Monday at noon
PST.

e Complete the lesson assignments in each course lesson by the following Monday at noon PST.

o Take the weekly self-assessment by the following Monday at noon PST.

SPECIAL PROJECTS/ASSESSMENTS
In addition to your weekly assignments, there will be 2 projects/papers for this course:

e PROJECT 1: X, Y, Z ANALYSIS. For this project you will look for online materials about X, Y & Z.
You will then create a short 2-page typed analysis of your research using what you have learned
in the course.

e  PROIJECT 2: ORIGINAL PLAN. For this project you will use what you have learned in this course
to create your own original plan incorporating X, Y & Z into your design.

Additional information about each project can be found under the ASSIGNMENTS button in the course
navigation links. You will need to turn each project in using TURNITIN. For these assignments, you will
simply upload your assignment into the CANVAS system and click on the check box with the pledge that
this is your original work before you submit your project.
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GRADING CRITERIA

POINTS POSSIBLE

ASSIGNMENT POINTS
Participation (Discussion & Chat) 30 points
Hands On Assignments 10 points
Weekly Quizzes 10 points
Project 1 25 points
Project 2 25 points
Total: 100 points

GRADING SCALE

LETTER GRADE PERCENTAGE
A 90-100%

B 80-89 %

C 70-79 %

D 60-69%

F 59% and below

RUBRICS

In order to understand what is expected of you for each assignment, please check out the RUBRIC -- a
table that details the requirements of each assignment and the benchmarks for success -- attached to
each ASSIGNMENT for the grading criteria.

EXTRA CREDIT
You can earn up to 5 extra credit points for each relevant and well-thought response to questions in the
QUESTION FORUM.

GRADES

You can view your grades using the GRADES button in the course navigation links. Please check your
grades regularly to make certain that | have received all your assignments. If you have a question about a
grade, email me through CONVERSATIONS. Please do not post your personal concerns in a discussion
forum.

OTHER COURSE POLICIES

LATE WORK

Late work will not be accepted. Assignments will not be available after the deadline. If you have an
extenuating circumstance, please contact me by private message before the assignment is due to make
alternate arrangements.

DROP

All distance education courses currently follow the Pasadena Area Community College District Policy for
Attendance, Class Drops and Auditing courses. In order to avoid getting an F for the course, it is your
responsibility to officially withdraw from the class prior to the deadline.
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If you do not complete the course CHECK-IN ACTIVITY by the first Wednesday (11:59 PM PST) after this
class begins, you will be dropped from class for non-attendance

Students who do not participate in class, that is, who consistently do not complete assignments, quizzes,
respond to forums or turn in other work will be dropped from the class for non-participation.

ACADEMIC HONESTY/STUDENT CONDUCT

As a student at PCC, you are expected to follow the College’s guidelines for Academic Honesty/Student
Conduct found in the Pasadena Area Community College District Policy for Student Conduct and
Academic Honesty No. 4520. This means that you should not:

e Cheat.
e Plagiarize, that is, use another person’s words or ideas as your own without proper
documentation.

e  Collaborate with others unless specifically requested in an assignment or discussion.
e Let another student login to your CANVAS account.

Failure to follow this policy will result in disciplinary action which can affect your academic standing in the
College.

SPECIAL NEEDS

Online courses are required to meet ADA accessibility guidelines. This means that all aspects of the online
learning experience are accessible. Please let me know if you have adaptive software and hardware to
assist you with taking this course or if you have any specific needs | should be aware of. The PCC Disabled
Students Programs and Services Department (RM D209) is available to assist you during this course. You

can also email dsps@pasadena.edu or call (626) 585-7127 for assistance.

ADDITIONAL RESOURCES

TECH SUPPORT
If you need technical assistance at any time during the orientation or to report a problem you can contact
PCC’s 24/7 Technical Support Center at http://online.pasadena.edu/faculty/canvas-support/.

You can get in-person help on-campus at the LEARNING ASSISTANCE CENTER in the D Building. Tutors at
the center are trained to help students with CANVAS and its tools.

It is also helpful if you let me know what kinds of technical difficulties you encounter so | can continue to
improve the course.

ADDITIONAL STUDENT RESOURCES
There are many services on campus to help you achieve success in your courses. Check out this Student
Services Link for information on library services, computer lab hours and research help.

DISTANCE EDUCATION WEBSITE
The PCC Distance Education Department has resources to help you with your online learning experience.
Check out their website at online.pasadena.edu.
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COURSE SCHEDULE

WEEK ASSIGNMENTS

Week 1 Introduction to X
Assignments include:

[ )
Week 2 X in Detail
Assignments include:
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