Syllabus or Course Description 
WXYZ-123 Course Title – Online 
 
Tip for Faculty: Use this template as a guideline. Delete sections that are not appropriate for your course and fill in with anything you would like to add. 
Please print out this course description and read it before proceeding with the course.
Instructor	Type your name here
Office		XXX Building
Hours		XX:00-XX:00 Day(s) of week or by appointment
Phone		(410) 772-0000
Email		yourusername@anywhere.net
Course Description
Provide a brief description of your course.
Prerequisites:	ENGL-101 or ENGL-111 (English Composition) or permission of the instructor.
Course Objectives 
Tip to instructors – Add course objectives as necessary by pressing “enter” after the last listed goal. (Delete these two lines.)
After completing this course you will be able to
1. This is the first goal for this course (a final result that is desired after a given segment of instruction).
1. This is the second goal for this course (a final result that is desired after a given segment of instruction).
1. This is the third goal for this course (a final result that is desired after a given segment of instruction).
1. This is the fourth goal for this course (a final result that is desired after a given segment of instruction).
Required Texts and Materials
Author last name, first name. Title of the book, Edition. Publisher, date.
Author last name, first name. Title of the book, Edition. Publisher, date.
Recommended Texts and Materials
Author last name, first name. Title of the book, Edition. Publisher, date.  Available in HCC Bookstore
Course Format
 Tip for Faculty: The items with an asterisk next to them are important to include because by providing this information you are addressing some of HCC’s Standards of Best Practice in the Design and Delivery of Online Courses. 
1. This class is/is not self-paced.*
1. This class does/does not have required on-campus meetings or tests. Provide details.*
1. The course material is/is not sequential. Note: Your course is not sequential if students are able to select the order in which they complete assignments/models/units/exams.*
1. There is a specific timeline for the completion of each assignment in this class.*
1. The policy on late assignments is XXXX.*
1. Some of the types of learning activities or assignments that the student will be required to complete are:
1. Read a chapter in the textbook.
1. Read reference material which has been provided within the class.
1. View a movie which has been provided within the class or which will be on reserve in the Library.
1. Discuss atopic each week with the class.
1. Write XX papers on XX topics, with the following specifications as to length and qualities.
1. Give a group (PowerPoint) presentation to the class.
1. Prepare a (PowerPoint) presentation and present it to the class.
1. Instructions and directions for each assignment will be XXXX.*
1. The syllabus and calendar will list due dated for papers, group projects, and exams.*
1. There will be XX exams.*
1. Exams will/will not be open book and will/will not be taken on-campus. Specify exam conditions.*
1. What is the level of quality that you expect them to demonstrate to you and the class?
Required Viewers, Plug-ins, or Players
Visit the Distance Learning homepage and click on the link “Technical Information” to download common plug-ins. The following plug-ins are required for this class:
1. Acrobat Viewer
1. Excel Viewer, if you don’t have the full version of Microsoft Excel
1. Flash
1. Internet Explorer
1. Java installed and enabled
1. PowerPoint Viewer, if you don’t have the full version of Microsoft PowerPoint
1. Quick Time
1. Real Player
1. Windows Media Player
1. Word Viewer, if you don’t have the full version of Microsoft Word
Class Communications: What to Expect from Your Instructor
1. All CE 6 Mail messages will be answered within XX hrs.*
1. Alternative forms of contact, such as phone calls and face-to-face meetings will be available during my office hours. (See the times and days of the week at the top of this document.)*
1. Faxes may be sent to me at (fax number).
1. I will read assignment/discussion forums and provide comments/responses within XX hours/days of their due dates.*
1. Each assignment will be graded and returned within XX days.*
1. Exams will be graded within XX days/one week.*
Examples of student papers and models of outstanding student work will be provided as the class progresses. Each will include a brief explanation of what makes that work good.
Grading Procedures
Grades will be determined by your scores on the following learning activities:
Tip for faculty: we have suggested below other information that you might include when describing your course requirements and grading. Please see the list below for other types of course requirements your course might include. 

	Weekly Discussions
	30%

	Group or Personal Presentation
	20%

	Short Paper #1   
	10%

	Short Paper #2   
	10%

	3 Exams  
	30%


1. Students must complete all required assignments as outlined in order to pass the course.
1. All assignments are due on the dates shown in the class syllabus and calendar.
1. Weekly participation is/is not required in this class.*
1. Assignments that are turned in late will/will not have points deducted from the grade for that assignment.*
1. 1-2 days late will have 5 points subtracted.
1. 3-7 days late will have 15 points subtracted.
1. 8 days or more late will have 20 points subtracted.
1. Open book exams that are completed late will have 10 points subtracted.
1. Any on-campus exams must be completed during one of the dates and times provided.
Weekly Discussion Assignments
Describe the process for weekly discussions. We recommend that you establish routine so that students know when their first post is due, when they must respond, and when the discussion will be closed and locked. For example, you might require that weekly responses will be posted in the appropriate CE6 class discussion topic by 8:00 a.m. each Monday, and initial responses posted by Thursday, with the discussion closing on Saturday.    In an online class, these postings and reactions are how we establish a dialogue in the class, so they are a very important part of the course.  
Group or Personal Presentation Assignment
If your class has group work or personal presentations, describe them in general here.  
Exams
Here is some information about the exams in this course.
Course Policies
Assignment Format and Documentation Requirements
Describe the format and documentation requirements for any research projects/assignments.
Student Responsibility
Students are responsible for maintaining copies of all of their written work on your computer or on floppy disk in case of the need for retransmission. Students are responsible for keeping the instructor informed in the event of emergencies or unusual circumstances leading to extended absence from the class participation. Contact the instructor immediately via phone or Mail. 
Extra Help in Writing
If you feel the need for more guidance with your writing, there are several places to go. You can see me during my office hours, or schedule an appointment. HCC also offers help through HOWL, the HCC Online Writing Lab, through the Learning Assistance Center and Tutoring at http://www.howardcc.edu/students/academic_support_services/lac_and_tutoring/HOWL/Index.html 
What to Do If You Need Help
About the Course
If you have questions about your course (assignments, due dates, problems completing assignments, how to submit assignment or navigate the CE6 course site, etc.), you should contact me by CE 6 Mail or by phone. The HCC Help Desk cannot answer questions about specific course content.
Help using CE6
CE6 has a built-in Help that can be accessed from any page in your course. Look for the Help link at the top of each page.
Difficulty Logging on to CE6:
If you are having difficulty logging in to CE6 and you know it is not a result of problems with your Internet Service Provider or your browser, contact:
Help Desk: General Information or this form to request help.
Student Computer Support now staffs a help desk. Students and faculty may call 410-772-4444 between 8:00 a.m. and 11:00 p.m. Monday through Thursday and 8:00 a.m. and 10:00 p.m. Friday to report problems. After hours, students and faculty may leave a message at the same number. Student Computer Support staff will handle the problem or direct it to the correct person to handle. 
When leaving a message, be sure to leave your name, the course you are enrolled in, your course instructor’s name, your phone number, your e-mail address, and a description of the problem. Be sure to speak slowly so staff can easily take down your message.
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