
Course Syllabus Template
Instructions for using this Course Syllabus Template
The syllabus is broken into sections, which can be rearranged, removed, or modified to best fit your course and teaching style.
Adjust descriptions of activities and outcomes to fit your course.
· Look for green text used as a placeholder to indicate information needed, text you should change, or notes. Be sure to delete these notes before finalizing your syllabus and change the text color to black. 
· Be sure to remove references to tools, activities, or outcomes that you do not plan to use in your course.
· The syllabus includes some common language to describe campus policies and services to serve as a guideline for you. Be sure to read these sections and change the language to fit your course needs.
A copy of your completed syllabus must be provided to your Associate Vice President/Dean and/or designee prior to the first class meeting per Academic Systems policy 3.4.2 Syllabus Development.
Delete this first page from your 
Course Name		Semester Syllabus

finished syllabus before distribution.
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Course Title and Number
Credit hours
Semester Syllabus
Part 1: Course Information
Instructor Information
Instructor: Name
Office: *Location 
Office Hours: *Times & Days (Note: if online, explain how to access)
Office Telephone: *YC Phone Number
Email: YC Email address (Note: specify your preferred contact)
*Note: Adjunct faculty may list their department location and phone number in the syllabus.
Course Description
Enter catalog description from Course Outlines.
Textbook & Course Materials
Required Text
List required course textbooks. Include detail such as the full name of the textbook, author, edition, ISBN, and description (if desired).
Recommended Texts & Other Readings
List other readings available and how/where to access them.
Course Requirements
List other tools, resources, and materials needed by the student for success in the course.
Course Name		Semester Syllabus
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Part 2: Course Content & Learning Outcomes
Course Content from Course Outlines page.
Objective
Objective
Objective

Learning Outcomes from Course Outlines page.
Learning Outcome 1
Learning Outcome 2
Learning Outcome 3

Part 3: Grading Policy
Methods of Evaluation
Include your grading system and how grades will be posted.
	Points	
	Description

	#
	Item 1 (List all activities, tests, etc. that will determine the students’ final grade) 

	#
	Item 2

	100
	Total Points Possible


Makeup Exam Policy 
Include a statement about your policy.
Grading Timeframes
Include a statement about the timeframe in which you will return graded assignments and exams. 
Letter Grade Assignment
Include an explanation of the relationship between points earned and the final letter grade. Example: Final grades assigned for this course will be based on the percentage of total points earned and are assigned as follows:

	Letter Grade
	Percentage
	Performance

	A
	90-100%
	Excellent

	B
	80-89%
	Good

	C
	70-79%
	Average

	S
	N/A
	Satisfactory

	A course completed with a grade of A, B, C, or S fulfills the prerequisite requirement for another course. A maximum of 12 credit hours of S grades may be applied to a degree or certificate program. Grades of S are not an option towards completion of an AGEC (Arizona General Education Curriculum) certificate.

	D
	60-69%
	Unsatisfactory

	F
	0-59%
	Failing

	U
	N/A
	Unsatisfactory

	A course completed with a grade of D, F, or U does not fulfill the prerequisite requirement for another course and may not be applied to a degree or certificate requirement.



Part 4: Institutional Policies and Instructor Procedures
Institutional Policies and Instructor Procedures are essential in higher education as they provide a structured framework that ensures fairness, consistency, and clarity for students. These guidelines help set clear expectations for academic behavior and resources, fostering an environment of respect, safety, and accountability. 
· Student Email
· Attendance
· Course Withdrawal
· Academic Integrity
· Student Code of Conduct
· Civil Dialogue Statement
· Academic Complaints
· Student Basic Needs
· Library Services
· Tutoring Services
· Ruff’s House
· Acceptable Use
· Mobile Devices
· Smoking and Tobacco Use
· Drug-Free Environment
· Title IX -Notice of Nondiscrimination
· Disability Resources
Generative Artificial Intelligence (AI)
Yavapai College encourages the thoughtful use of emerging technologies, including Artificial Intelligence (AI) and Virtual Reality (VR), as part of your learning. These tools can foster creativity, innovation, and skill development. At the same time, academic integrity requires that your work reflects your own knowledge and abilities. AI can support your learning, but it cannot replace your responsibility to think critically, apply course concepts, and demonstrate your skills.  Generative AI may be utilized as a tool to support your learning. For example, creating practice quizzes, clarifying concepts, or creating study guides. Explore AI tools offered by YC for effective and ethical ways to support your learning. Any additional approved uses of AI will be specified by your instructor for each assignment.  Misrepresenting AI-generated work as your own is a violation of academic integrity and subject to college policy. When in doubt about the use of Generative AI for an assignment, consult your instructor. 

Faculty: You do not need to include the paragraph below in your syllabus but please add information to your assignments. 
Where appropriate, include assignment-specific instructions on the uses of Generative AI. Consider concluding your assignment-specific instructions with "Any use of Generative AI that does not comply with the assignment guidelines will be treated as academic misconduct.”  Consider using this page that contains examples and ideas of how to prepare a Generative AI policy for your assignments.  

Faculty Response Time
Faculty will state a time frame for returning graded assignments and responding to daily student correspondence. When not available during stated time, an out of office message or Canvas announcement should include a timeframe when faculty will be able to respond to student correspondence.

Regular and Substantive Interaction
Include information on clear expectations for interactions, how frequently students can expect to hear from the instructor, and how quickly they can expect a response to questions and work they submit.  

Sample Syllabus Statement on RSI:

In this course, I will be available for students during scheduled student hours as stated in my course syllabus. I will also spend time each week facilitating discussions about course content, providing substantive feedback on assignments, responding to questions about the course, and posting announcements pertaining to the course content.

Other Faculty Procedures
Faculty may augment all policies and procedures in areas to reflect their specific procedures.
Part 5: Topic Outline/Schedule 
Detail how the learning outcomes are aligned to the activities/assignments. Be sure to include your final exam date and time. Include deadlines.

Example:

· Week 01: Introductions and Foundations of Interpersonal Communications
· Learning Outcome #4
· Activity: Journal Entry, Create your Digital Persona blog. DUE: January 25th at 11:59 pm.

Week 02: Topic
· Details of activity, including which learning outcome this activity applies to.
Week 03: Topic
· Details of activity, including which learning outcome this activity applies to.
Week 04: Topic
· Details of activity, including which learning outcome this activity applies to.
Week 05: Topic
· Details of activity, including which learning outcome this activity applies to.
Week 06: Topic
· Details of activity, including which learning outcome this activity applies to.
Week 07: Topic
· Details of activity, including which learning outcome this activity applies to.
Week 08: Topic
· Details of activity, including which learning outcome this activity applies to.







ALTERNATE FORMAT: 

	Week
	Topic
	Learning Outcome #
	Activities
	Due Date

	1
	
	
	
	

	2
	
	
	
	

	3
	
	
	
	

	4
	
	
	
	



Syllabus is subject to change, as deemed appropriate by the instructor. Necessary revisions will be in writing and posted in Canvas with fair prior notice. 
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