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Online Course Syllabus Self-assessment

The syllabus for your online course may be one document or a collection of documents, but whatever the format the syllabus should clearly communicate the instructor's expectations to the students. Use this checklist to help you create a syllabus that provides students with the necessary information to succeed in your online course.

	Syllabus element


	· 

	Provide an introductory or welcome message that greets students, and steers them toward important information.
	

	
	

	Describe how the virtual classroom is organized, and where students can find important information, course material, and assignments.
	

	
	

	List all required and recommended course texts, and any other necessary or recommended course materials, such as software.
	

	
	

	Outline your expectations for participation in your course, including the minimum number of discussion postings, timing of students postings, and how you will evaluate their participation.
	

	
	

	Explain grading criteria, including any specific criteria for individual assignments.
	

	
	

	Indicate when assignments are due, including the time of day they are due, and the time zone.
	

	
	

	Include a policy for late assignments.
	

	
	

	Explain to students how to submit assignments electronically, including how to label assignments and acceptable file formats.
	

	
	

	Include your phone number, e-mail address, office hours, and availability for "virtual" appointments.
	

	
	

	Set expectations for how often you will be online, how quickly you will respond to e-mail, and when you will provide feedback in discussions and on assignments.
	

	
	

	Provide a schedule that organizes the course into weekly units.
	

	
	

	Set your weekly schedule to begin and end in the middle of the week, and include specific dates for each weekly unit.
	

	
	

	Provide basic information about proper "netiquette"?
	

	
	

	List the minimum technical requirements for participating in the course. Provide links to any required helper applications or plug-ins, such as Adobe Acrobat Reader.
	

	
	

	List the dates, times, and locations of on-campus sessions, if any, and if they are required or optional
	

	
	

	Provide the college's policy on plagiarism and cheating.
	

	
	

	Provide contact information for technical support.
	

	
	

	Explain the procedure for withdrawing from the course.
	

	
	


