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Syllabus Templates Palm Beach State College

Syllabus Information

Beginning with the Spring 2014-2 term, all syllabi must be prepared using a syllabus template that
matches the class delivery method (classroom, online, hybrid or component).

The templates are Word forms with grey box areas in which you can type information for your class.
These forms are password protected, but include several sections that allow you to cut and paste in
information in any format you like. The form also contains fields that have REQUIRED information you
must supply to students, such as grading policies, academic dishonesty policies, attendance and several
others as noted on the template.

Syllabi Templates

The syllabi template forms are posted at
http://www.palmbeachstate.edu/academicservices/information-and-reference/academic-affairs-

policies-and-documents/faculty-web-pagesyllabi-resources.aspx. There are four forms: Classroom

classes, hybrid classes, component classes, and fully online classes (distance learning).
Tutorial

This booklet provides information on how to use the new syllabi.

Posting the Completed Syllabi to Your Faculty Homepage

Once you complete your syllabus, it must be uploaded to your faculty homepage in PDF format. There
are many reasons to use PDF format. First, it protects your document from unauthorized editing;
second, a student does not have to have Microsoft Word to download the document; third, the
document will print more consistently across the hundreds of different printers that exist. The faculty
homepage tools are not compatible with the Microsoft Word 2013 file format.

Using the Syllabi Templates

The syllabi templates are located on the web page -
http://www.palmbeachstate.edu/academicservices/information-and-reference/academic-affairs-

policies-and-documents/faculty-web-pagesyllabi-resources.aspx

They are located in the Yellow Highlighted Box on that page — click on one of the links:

Syllabi Templates

Classroom Classes:

Syllabus Format Template -_Click Here

Online (Distance Learning) Classes:

Syllabus Format Template - Click Here

Hybrid Classes

Syllabus Format Template - Click Here
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Syllabus Templates Palm Beach State College

This example will use the CLASSROOM TEMPLATE
The syllabus template has three kinds of regions —

e Required Text Regions — Information must be included for the student

o Delete-able Regions — these regions only pertain to certain classes , or appear at the professor’s
discretion

e Free-Form Regions — in these regions, you may paste in any information (i.e., text pictures) in
any format you wish

The first page of the CLASSROOM syllabi Template has REQUIRED, DELETE-ABLE and FREE-FORM
REGIONS:

Palm Beach State College

e
n__|

Course Syllabus — Classroom Course

General Class and Course Information

Course Number: Course Title: dits f
Term/Dates: Reference Number: [ Credit Hours: 3.0 | Clock Hours: 100 Use Credits for
Days: Time: | Room: t d d
Courss Description; Copy 3nd paste in The Course Descripfion Tound inthe oning Courss outing Svaiable &t creditan
-/ fwww. palmbeachstate. edu/academicservices/ curriculum-and-programs/course-putlines. aspx
\'\ prep classes,

do le Cla
Gordon Rule Class clock hours for

. Thiz clazs has been designated a: 3 Gordon Rule class for writing. Thiz means that the course has signficant writing
ReqUIred requirements. Please see the web page at PSAV and

http/ fwnnw palmbe achstate adufl=arninzoutesmes \Documents [Gordan Rule Statement Studsntpdf

Region [this section must be deleted i the course is not 3 Gordon Rule writing class). other non-
Professor's Information credit classes.
Name: Office Location: N
Telephone: Email: @palmbeachstate.edu \

Web Page: Find your homepage by using the | Office Hours: Delete‘able
Finder, then copy & paste the web address .
Region (only

Information on REQUIRED Textbooks: applies to
[ Title [ Edition | Authar [ Publisher [ 156N |
| | Gordon Rule

Required

Region mentary Books/Materials Classes)

[ Edition | Author [ Publisher [ 15BN |

pad

Other Information on Textbooks and Materials needed for class:

| AN
ReqUiFEd Course Learning Outcomes: As a result of taking this course, the student will be able to:
. Copy and pastfin the Course Learning Outcomes section found in the online course outline available at

Reglon - TethOOkS, it/ chstate. eduy/academicservices/ curriculum-and-programs,/course-outlines.aspx

To add an additional Full Course Of fline - Click on the following link: Course Outlines and enter the course number [no space between the Delete-able
prefix and the] Jumber].

textbook, press the Regions (may be
Class Inforry fion .

TAB key when you deleted if not
Here you m3 id amy information you wich in amy forma

reach the end of the needed —

. Academic ionesty Policy and Penalty for Violation:
line. ) ) - _ (Supplementary
and Other)
Free Form
Region —
Required include
Region anything you
wish
Page 2
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Syllabus Templates Palm Beach State College

Page Two of CLASSROOM:

Palm Beach State College I _

Course Syllabus — Classroom Courses

and type your academic dishanesty palicy (cheating, plagiarism, 2tc ], the penalty and use of Safeldssizn
detection.

Aszsignments, Tests, Quizzes and Final Exam Schedule, with percemagaa’pmms of grade:
Chick here and add information on your assignments. tests, etc. in any format

Required Gradne:
. . Lettar Grade Paints Percentage [if
Region — Academic 5
E
Dishonesty policy £
:
and penalty :
N
5 AN
u N\ ;
—
Class Policies .
Attendance: Professors are reguired to take sttendance. ReqUIrEd
Click hare and add your specific attendance palicies. Region _
Electronic Device Use and Email Policy:
Required Click hars and add yaur cell phans/laptap/email palicy Grade
i, St 2 Calculation
Regions— Click hare and describe your palicy.
H Makz-up Exam Policy:
Attendance, Devise e —
USE, Late Withdrawal Policy:

. (Chick here and provide your policy on withdrawing students from class.
Assignment, Make-

Other:

Required Region —
Assignment/Tests/
Quizzes information
in any format your
wish. This section
can simply list the
items and
points/percentages
— details on the
assignments may be
listed here OR
distributed in class.

[ Triis s =n open section - you may delete fnot needed.

Up exam policy,
Withdrawal Policy College Policies and Web Information

Agademic D

Agedemic dishanesty incudes the foliowing actions, =5 well 25 other similar conduct mimed at meking fsise representatio
respect to the student's academic performance:

{1] Cheating an an svam, (2] Collaborating with Others on wiork 10 be prassntad, if contrany to the stated nukss OF Hhe cou! Delete_a ble

Region (may
be deleted if
not needed)

Page 3

September 2013
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Palm Beach State College

Page three of CLASSROOM:

Required

Region —
Department Contact
Information
(continued on last
page of template)

M BEACH STA
Palm Beach state College [ _

Course Syllabus - Classroom Courses

(5] Submitting, ¥ contrary to the rulss of the COUNSE, WOrk previousty submittad in another courss, 8] Enowingly and intentioneiny
assisting anOthar shudant in any of the sbove actions, InCRding Sssistance in an SITANZEMENt WENSDY WOk, CRSSaom
performance, exminetion, or gther actiity is submitbed or performed iy = person gther thet the student under whose name the
wark s submitted or parformed, 3] Plegiarism.
Please nefer to the Palm Beach State College Student Handbook |(a-aw paimbsschstate.edu/urrent for link ta the sbudent
hendbogk).
Diaseroom Etiquette and Student Bshevior Guidelines
Students will demonstrate respect for professors and feliow students. Sehewior thet is disruptive to 3 pasitive lsamning emvironment
reportad oy the prodessor will rEsuRt in & wanning on the first instance: the sacond INSTANOR MEhT neSult in Svpulsion fram the course
ar campus.
Computsr Compstency Companent
Esch student will, 10 the satistaction of the professor, demonstrate s fundamental understanding of DaSic COmputar operatians
ThrouTh Warious professor-determined  adErdises and/or SSsEnmEnts.

i Support Services
Students with dissbilithes ane advised, in compliznce with federad and state lzws, that 2ccommodations and sendioss are avsilable
through the offics of Dissbiility Suppart Sanvices (DSZ]. 1t is the student’s responsibility to contact Dissbled Student Sanvices Advisars
=nd to submit appropriste documentation priar to necsfing sarvicss, Plesse see the website &t www paimbsschstate adu/current
for weh address for Dissdility Support Senoss,
Eating and drinking are confined o aress desiznated on the campus. Smaoking i not permitted in any College building 2nd anly in
areas desgmrated ot Snoh CEMUS.
Finsl Course Grade Appesi
The svalustion of scademic WOk is the responsiniiity of the Swoulty member/instructor. The mathod for assizning the finsl courss
Erace is astaniishad by the Ssoulty member/instructor. Per Board Rule SHN-15-3.191, Ssoultyfinstructors shall communicate the
[Erading poficy Of the course to ThEIT STUSENTS in WIiting. If this palicy Changss during the tenm, students should be notifisd of any
changes in writing. The method to dstarmine finel course Eraces must be Eiven B0 Students in & course syliabus at the bazinning of
the diass. Should = student fiewe & question about = fined course grade. plesse foliow the procedures &5 outlined in the student
fendbook: ware.paimbeschstate sdulcurrent,
Mi-Tenm Grade Reporting
‘Within ane wesk after the cose of the midkterm grading period, miditerm grades will be mede avsilsbie to =il students for sach
cizss by either written notification or indridusl conference.
Student Responsibility Palicy
WIhEN & student attends the Colleme, 5/he Dacomes subjact o its jurisdiction. STudents are supactad TO conduCt thamsahies ins
responsitie manner, in 2l snsas of campus e, By anroliing, they pladoe to oboy the ubkss and remulations of the Collaze and ans
responsitie Sor obssrving sl Collsge policdas and procsdunss as publishad in the student handbook, the Colisge catalor snd other
Colleze publications. The student will be raspansibie #or preparing for cass, participating in cass, and completing assiEnments an
time.
Paim Beach State Websites of Interest
Plezse see this web page (araw paimbeschotate aduicurrant | #or = list of web addresses for students.
Withdrawal Policy for Individual Courses:
The fast day T0 wWithdraw from & Collsme courss Wwith & “W™ mrade in this oourse is ik Ihans and type the witharawal dste for your
gourss fram the anline Gass raster]l it is the raspansinility of the Student B UsE ThE PARTRErVED SyStem or visit & cAmpus Registrars
amfios o withdraw. fin ofical withdrawsl Entitias the studsnt o & mrade of “W™ in the dess.

Other Information from your Professor:

This s an gpen ssction - you may delebe ifinot nesded.

Department Contact Information

| Office Location:

Delete-able
Region (may
be deleted if
not needed)

Page 4
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Saving your Syllabus
Once you have completed the syllabus for a class, please save the file using a file name that:

1. Contains no underscores
2. Contains no spaces

Also, the file must be saved in PDF format. This is built into Word 2010 and Word 2013.

 — —

ailings Review View Developer Acrobat

Home Insert Page Layout Referenc

[ save

Bl Save As

ation about syllabus-handbook
\Wpbcc.eduyhome\L-R\pederseg\My Documents\syllabus-handbook.docx

| Save as Adobe PDF

-

[Z Open o
@ Permissions
& Close _51;] Anyone can apen, copy, and change any part of this document.
Document -
Recent
New . Prepare for Sharing
'ﬁ Before sharing this file, be aware that it contains:
Print Check for Document properties and author's name
Issues - Headers and footers
Save & Send Content that people with disabilities are unable to read
Help )
Versions
i Options '-@ %1 There are no previous versions of this file.
Ed Exit Manage
Versions -

For example, a good and easy naming convention would be the course number and the reference
number with a dash, such as:

PSY2012-187654.pdf
The reference number is unique each term and never repeats.

Helpful Tip:
Let’s say you are teaching three sections of ENC1101. Once you have created the first syllabus for this
course, you can save two copies under different names, using the reference number strategy listed

Page 5
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above. Then you need only edit these new copies for such things as date/time, reference number and
assignment due dates.

To save a new copy, in Word, go to FILE, Save as

 —
Home Insert Pa

[ save

Save As

| Save as Adobe PDF
[ Open

iF Close

Recent

And type in a new file name:
» HIVLRT I\_LIIIIUIUHI\_J

| Network I veteran_typewriter[1]
| Downloads

"/ My Shapes

File name: encll(01-323432

Save as type: |Word Document

Authaors: Academic Affairs Tags: Add a

Cmaom Thitmalam -l

Then you can open this new file and complete the editing on that new copy of the syllabus for the same
course that you created by going to FILE, OPEN in Word:

Home Insert Page

= save

Save As

-

4 Save as Adobe PDF
‘ 5 Open

3 Close

C

Recent Page 6
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Once you have saved your syllabi, they may be uploaded to your faculty homepage through the tools in
Employeeweb;

PALM BEACH STA
COLLEGE

lome Personal+ Faculty / Advisors+ Staff+ Miscellaneous + Logoff ‘

Class Rosters, Grading, SCORE

Mid-term Grades # Employee Details

-’Paystub Info ;:Iﬁ::l;::;::;aﬁ“" Employee Name: Dr. Ginger Pedarsen
Person ID: 2072
EW*Q Consent Form Academic Management L] Current Title: Dean, Curr & Educational
FHw-2 Yearly Wage and Tax Statement My Evaluation Reports Tein N
Evaluation Reports for My Department Campus: Laks Wa
f: Change Contact Info iTunes U Mailstation: 51

| 4 Faculty Home Page Utility

Faculty Home Page Utility
T THZUTS Supervisor Name: Dr. Sharon Sass

» Paycheck Date

09/30/2013 Show Confidential Data

b Baurhark Nata

Click on Teaching Assignment and Syllabi can be uploaded

i =

PALM BEACH STATE
COLLEGE

College Home Page

View Page
Faculty Home

Teaching Assignment . .

Education Teaching Assignment
Faculty Image

Office Hours

Team Assignment Course No. Course Title Additional Info Syllabus
Links

Awards You currently de net have a teaching assignment
Certifications

Activities

Professional Organizations

Publications

Courses Taught

Palm Beach State College
Other Templates

Alerts

e Online Template
e Hybrid Template
e Component Template

These three have the same information as the CLASSROOM noted above and the CLASSROOM can be
used as an example. These templates contain additional information for students regarding online or
online assisted classes.

Questions

Please email Dr. Ginger Pedersen at pederseg@palmbeachstate.edu should you have any questions.
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