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University of Alberta

Course Title & Number

Section Number

Academic Term & Year
Instructor: 


Office:



Phone:
optional

E-mail:
Use your @ualberta Email address, as per University of Alberta Electronic Communication Policy.  

Web Page:
optional, but strongly recommended

Office Hours:
 (recommended one office hour per lecture hour.  Choose a variety of different times on MWF and TR cycles to try to be more available, rather than 3 h on one day.  Help sessions run by the GTAs, other resource people, eClass or other resources should be mentioned here briefly so students will know there are alternative sources of help rather than just office hours alone).  


Lecture Room & Time: 


Course Description:

(copy from Calendar) 
Course Prerequisites:  (May be included in the Course Description from the Calendar.  Some professors have been adding something to the effect ‘It is important to prepare yourself for this course through a review of the prerequisite material.  Students who do not have the required prerequisites at the time of taking this course should not expect supplementary professorial tutoring from the instructor.’ The latter statement is intended to try to keep office hours reasonable and available to all students in the class) 
Course Objectives and Expected Learning Outcomes:

(Learning objectives/outcomes identified by the Instructor. See later under evaluation/grading – mastery of outcomes should be reflected in the assessment.) Please review the Assessment and Grading Policy and endeavor to make clear how your assessments are integrated into and aligned with the learning experiences and objectives of the course.
Lecture Schedule & Assigned Readings: (Instructors can choose whether or not to leave this section here or to move it to the end of the syllabus)
Week 

Dates

Topic




Readings

1



e.g. What is Microbiology


Chapter 1

2



e.g. Historical discoveries


Chapter 2
Include times set aside for midterm exams, dates of major assignments, dates where midterm results will be discussed in class, etc)  This should be a complete roadmap to the lectures & events scheduled for the term)

________________________________________________________________________

Required Textbook:
Students will usually buy a required textbook.  Please be sure that you are going to use the text and the text is a good investment for them.  Otherwise a text may be recommended, but then you cannot require readings from that text. The copyright rules keep evolving, so check with the library about the possibility of putting a text book on reserve.
Recommended or Optional Learning Resources:


You can also list here Library resources, if you have some set aside on reserve.  If you use a particular journal as a style guide for essays, or use online resources, give the url here or list them on the course website.

INCLUDE ONLY IF YOU MANDATE USE OF AN ONLINE HOMEWORK SYSTEM

On-Line Homework Disclaimer: 
On-line homework is a component of this course and is provided by a third-party company.  Please be aware that this company will be storing assessment information that may be associated with you.  As a way to protect your personal information, you will be assigned a random ID to enter into the system. Only the random ID, performance on the on-line homework and the affiliation to the University of Alberta for this random ID will be conveyed to the company.  You are not required to provide any additional personal information to this company.  If you have any concerns about this, please contact the instructor of the course.
You can also mention here how random IDs have been generated and how they will be provided to students.  According to our temporary process, random IDs should be generated by the instructor and only the instructor should know the correlation between student name, student ID#, and random ID for on-line homework purposes.

Students who wish to opt out of the use of the fee-for-service online homework system (where students pay the fee directly to the third party provider and have unlimited access) have the option to …(here you need to add information about the no cost option for your course.  Remember that if you wish to mandate the use of one of these systems YOU MUST provide a no cost option.  As an example, for those cases where you have negotiated no cost access in specified campus computing labs you could say the following:  students have the option to access the system for no charge on computers housed in Room XXX.)

INCLUDE ONLY IF YOU RECOMMEND OPTIONAL USE OF AN ONLINE HOMEWORK SYSTEM (I.E. WHERE NO GRADES ARE COLLECTED FROM THE SYSTEMS)

Online learning resources:
Additional learning resources aimed at facilitating student learning and perhaps including formative assessment tools, are available from the textbook publisher and may be accessed for a fee paid by the student to the third party provider (e.g. the textbook company). Students choosing to access and use the online resources should note the following:

1. Registration in the system and any monetary transactions are of your own accord and not the responsibility of the University.

2. Students should be mindful of protecting their personal information and should be aware of how their personal information might be used and/or shared.
3. Students MUST NOT use their UofA gmail address or CCID to register into the system and instead should use a non-identifying email address or account.  
Past (or Representative) Evaluative Material:

According to GFC policy (https://policiesonline.ualberta.ca/PoliciesProcedures/Procedures/Access-to-Evaluative-Course-Material-Procedure.pdf ), every course syllabus must state how students will be given access to past or representative evaluative course material.  You have the choice to use the exam registry, to post something on eClass, to provide hard copies to each student, etc.
Grade Evaluation:


The Assessment and Grading Policy does not mandate a “curve” or particular distribution of marks, but does require that every course syllabus contain clear information about how marks will be translated into grades.  The Faculty of Science does not have a policy about how marks must be translated to grades, but expects all instructors to adhere to this requirement for transparency.  Please make sure that you discuss this with your Associate Chair and, where necessary, other instructors if you are teaching a multi-section course. Please consult the Assessment and Grading Policy available at https://policiesonline.ualberta.ca/PoliciesProcedures/Policies/Assessment-and-Grading-Policy.pdf. Once written in the syllabus, your method of grading cannot be changed. 
FYI: Students should receive the mark for at least one significant piece of term work, in time for discussion with the instructor, prior to the last day to withdraw from the course.  Due dates for all assignments should be listed in the syllabus.  Once written in the syllabus, weighting and timing of exams and assignments cannot be changed.
EXAMS
WEIGHTING


DATE 
Midterm  #1



   25%



Oct. 17

Midterm  #2
30%



Nov. 18

Assignment



   10%



Dec. 1


Final Exam* 



   35%**


Dec. 14***

*Final exam must have a weight of at least 30% and may not exceed 70% of the total.  FYI: All undergraduate lecture courses are expected to have a final examination.  Exemptions to the final exam rules need to be approved by your Department and by the Associate Dean, Undergraduate prior to the start of the teaching term.  

** Can add: ‘There is no possibility of a reexamination in this course’ (if the final exam weight is less than 40%) 

*** Add caution: ‘WARNING:  Students must verify this date on BearTracks when the Final Exam Schedule is posted’ FYI: The final exam planner is found on the Registrar’s website.
CHECK = total weight adds to 100%  

Grades are unofficial until approved by the Department and/or Faculty offering the course.
Format of Exams:  

Method of evaluation is at the discretion of the instructor often according to tradition for the course, advice of a teaching committee [if a multisection course] or in accordance with Department policy.  Once the method is written in the syllabus, the method cannot be changed.

Missed Term Exams and Assignments: 

For an excused absence where the cause is religious belief, a student must contact the instructor(s) within two weeks of the start of Fall or Winter classes (within three days of the start of Spring or Summer classes) to request accommodation for the term (including the final exam, where relevant). Instructors  may request adequate documentation to substantiate the student request.
A student who cannot write a term examination or complete a term assignment due to incapacitating illness, severe domestic affliction or other compelling reasons can apply for (a deferred midterm examination, deferral of the weight of the missed term work/exam to other term work, term exam and/or the final exam, extension of time to complete an assignment, make-up laboratory [if offered in this course], etc.).  FYI: Deferral of term work to the final lecture or final laboratory exam will increase the weight of the exam for that student, but does not change the ‘syllabus weight’ of the exam and does not qualify a student for reexamination, if the syllabus weight of the final lecture exam was <40%.  You can impose penalties for late work (e.g. 10% per day late), but remember that penalties are hard to manage since you will have to define the start and end of a day, if weekends count, who date stamps the receipt of the paper, etc. Transparency is essential so please make sure your expectations are clear. In all cases, instructors may request adequate documentation to substantiate the reason for the absence at their discretion.
Note to instructors: You will need to make clear here what you require the student to do in order  to apply for deferral of term work or term exams.  Of course what you require from the student is likely to depend on the weight of the missed term work or examination.  Students can no longer be compelled to provide a medical note to support the request for an excused absence.  As an instructor you can request a declaration in lieu of the old medical statement form, but the Faculty of Science would like to ask that all instructors think carefully about whether or not this level of documentation is required.  If a declaration is required for missed term work or term exams, please consult https://uofa.ualberta.ca/science/-/media/science/research-and-teaching/documents/2013/department-declaration.pdf for a copy of the departmental declaration form.  Please do not send the student to the Faculty of Science Office.

Deferral of term work is a privilege and not a right; there is no guarantee that a deferral will be granted.  Misrepresentation of Facts to gain a deferral is a serious breach of the Code of Student Behaviour.  
If you have deferred midterm exams, it may be good to list the dates here, to avoid protracted negotiation later.  Once written in the syllabus, dates are ‘official’ and cannot be moved easily. In view of the policy regarding medical notes, I strongly urge you to set deferred exam dates in your syllabus.  The number of deferred exam requests is always lower when a date is pre-set. Please do not schedule any deferred exams in the final exam period at the end of the term.
Deferred Final Examination:

A student who cannot write the final examination due to incapacitating illness, severe domestic affliction or other compelling reasons can apply for a deferred final examination.  Students who failed at the start of term to request exam accommodations for religious beliefs are expected to follow the normal deferred final examination process. Such an application must be made to the student’s Faculty office within two working days of the missed examination and must be supported by a Statutory Declaration or other appropriate documentation (Calendar section 23.5.6).  Deferred examinations are a privilege and not a right; there is no guarantee that a deferred examination will be granted.  Misrepresentation of Facts to gain a deferred examination is a serious breach of the Code of Student Behaviour.  It is best to state the date & time of the deferred examination in your syllabus.  This saves protracted negotiation later.  Again, in view of the policy regarding medical notes, I strongly urge you to set deferred exam dates in your syllabus.  The number of deferred exam requests is always lower when a date is pre-set. Once set, the date and time is ‘engraved in stone’.  Deferred exams must be written on campus, anytime prior to the end of Reading Week  for Fall term courses, anytime prior to June 29 for Winter term courses and anytime prior to August 31 for Spring/Summer courses. Deferred exams should not be set during the final exam period at the end of term.
Reexamination: 

If final exam is weighted 40% or higher in the syllabus: A student who writes the final examination and fails the course may apply for a reexamination.  Reexaminations are rarely granted in the Faculty of Science.  These exams are governed by University (Calendar section 23.5.5) and Faculty of Science Regulations (Calendar section 192.5.3). Misrepresentation of Facts to gain a reexamination is a serious breach of the Code of Student Behaviour.

Student Responsibilities:

ACADEMIC INTEGRITY: "The University of Alberta is committed to the highest standards of academic integrity and honesty. Students are expected to be familiar with these standards regarding academic honesty and to uphold the policies of the University in this respect. Students are particularly urged to familiarize themselves with the provisions of the Code of Student Behaviour (online at www.governance.ualberta.ca) and avoid any behaviour which could potentially result in suspicions of cheating, plagiarism, misrepresentation of facts and/or participation in an offence. Academic dishonesty is a serious offence and can result in suspension or expulsion from the University."
All forms of dishonesty are unacceptable at the University.  Any offence will be reported to the Associate Dean of Science who will determine the disciplinary action to be taken. Cheating, plagiarism and misrepresentation of facts are serious offences.  Anyone who engages in these practices will receive at minimum a grade of zero for the exam or paper in question and no opportunity will be given to replace the grade or redistribute the weights.  As well, in the Faculty of Science the sanction for cheating on any examination will include a disciplinary failing grade (NO EXCEPTIONS) and senior students should expect a period of suspension or expulsion from the University of Alberta.  FYI: Some courses have ‘Hall of Shame’ descriptions on their website, which include real examples of disciplinary actions (but edited to protect the identity of the students involved).  This has proven to be a definite deterrent and students clearly are warned about the consequences of what they may consider to be ‘minor’ misconduct.  A sample pdf is included on the Faculty of Science website.
If students are permitted to collaborate on assignments, they should be given very clear guidelines in the course syllabus about the acceptable level of collaboration.  As well, it is a good idea to direct the students to the Appropriate Collaboration link on the Office of Student Judicial Affairs website (http://www.osja.ualberta.ca/Students/AppropriateCollaboration.aspx)
EXAMS:  (see the Calendar: Academic Regulations - Exams for examples of what you can require) Your student photo I.D. is required at exams to verify your identity.  Students will not be allowed to begin an examination after it has been in progress for 30 minutes.  Students must remain in the exam room until at least 30 minutes has elapsed.  If a student-prepared data sheet is allowed in an exam, it should be described very clearly here.  Electronic equipment cannot be brought into examination rooms and hats should not be worn.  

If students are permitted to bring a calculator to the exam, you have the right to specify which model(s) are acceptable and also to list the consequence of bringing an unauthorized calculator into the exam.  For example, it is permissible to say that students bringing an unauthorized calculator model into the exam for the purposes of use will receive a zero on the examination and may face charges under The Code of Student Behaviour.   

CELL PHONES:  Cell phones are to be turned off during lectures, labs and seminars.  Cell phones are not to be brought to exams. (FYI: several cases of cheating via mobile phones have occurred in the Faculty of Science, so please be vigilant and warn students of the severe penalties- i.e. disciplinary fail and suspension).  It is worth blocking your course website immediately prior to the start of any exam. You might also think about asking students to remove coats and to turn out pockets before going to the washroom as a way to prove that they do not have an electronic device in their possession.
STUDENTS ELIGIBLE FOR ACCESSIBILITY-RELATED ACCOMMODATIONS (students registered with Student Accessibility Services - SAS): Eligible students have both rights and responsibilities with regard to accessibility-related accommodations. Consequently, scheduling ​exam accommodations in accordance with SAS deadlines and procedures is essential. Please note adherence ​to procedures and deadlines​ is required for U of A to provide accommodations. Contact SAS (www.ssds.ualberta.ca) for further information.
STUDENT SUCCESS CENTRE:  Students who require additional help in developing strategies for better time management, study skills or examination skills should contact the Student Success Centre (2-300 Students’ Union Building).  You might want to list additional resources specific to your course – for example, the Decima Robinson Support Centre). 
Policy about course outlines can be found in the University Calendar.  http://calendar.ualberta.ca/content.php?catoid=6&navoid=806&hl=%22syllabus%22&returnto=search 
RECORDING AND/OR DISTRIBUTION OF COURSE MATERIALS: Audio or video recording, digital or otherwise, of lectures, labs, seminars or any other teaching environment by students is allowed only with the prior written consent of the instructor or as a part of an approved accommodation plan. Student or instructor content, digital or otherwise, created and/or used within the context of the course is to be used solely for personal study, and is not to be used or distributed for any other purpose

without prior written consent from the content author(s).
Disclaimer: Any typographical errors in this Course Outline are subject to change and will be announced in class.  The date of the final examination is set by the Registrar and takes precedence over the final examination date reported in this syllabus.  
Copyright:  Dr. XXX, Department of XXXX, Faculty of Science, University of Alberta (year) [some professors have been adding a copyright statement.  It is not really necessary, but it may be useful to reinforce this fact when your intellectual property is put on a website]

ADDITIONAL PAGES or website links:

· Lab outline and class instructions

· Instructions about plagiarism (sample on Faculty of Science website)

· Don’t Do It sheet (available on Faculty of Science website)

