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[Course Title and Number]Please use the syllabus structure below. Share your syllabus with your Academic Director each semester, and post it to Courseworks. (Don’t forget to delete this text box!)

[Scheduled Meeting Times]
[Number of credits]
Instructor: 		[Name, title, email address and phone number]
Office Hours:		[Time and location]
Response Policy:	[Include a statement about your preferred means of communication and when students should expect a response from you. Will you be available 24/7 or during the workweek only? Will you generally respond within 12 or 24 hours?]
Facilitator/Teaching Assistant, if applicable: [Name, title, email address and phone number]
Office Hours:		[Time and location]
Response Policy:	[Include a statement about your preferred means of communication and when students should expect a response from you. Will you be available 24/7 or during the workweek only? Will you generally respond within 12 or 24 hours?]
Course Overview
In narrative form, include items a-c. 
(a) Provide a stimulating and descriptive overview of the course. Be sure to include: 
(i)  the course’s main topics 
(ii) how the course fits in with the program curriculum 
(iii) for whom the course is designed (e.g., for everyone in the program or primarily for those pursuing a special track)
(b) Indicate 
(i) whether the course is a required core course or an elective
(ii) whether or not it will be open, space permitting, to cross-registrants from other fields and/or Columbia University programs; if so which ones) 
(iii) whether specific competencies or prerequisite knowledge or course work in the discipline are required .
(c) Identify the larger programmatic goals that the course serves 
Learning Objectives
[Describe here what you want students to be able to do by the end of your course. Most SPS courses define 5–7 objectives. These objectives should align with programmatic objectives and:
· be clearly stated focused on the what the learner will do (not what the instructor will teach),
· be observable and measurable, and
· be designed for the level and purpose of the course,
· labeled L1, L2, etc. and linked to assignments and activities in the appropriate section.]
[bookmark: h.gjdgxs]For more information on writing learning objectives, consult a one-page primer from Columbia’s Mailman School. Your program director and/or Erik Nelson, Associate Dean, en2331@columbia.edu, can also help you with writing objectives aligned with program goals.
Readings
[Identify required and recommended readings (or Core Texts and Other Readings) for the course with full citations (author, publisher, publication year, etc.). Include page numbers, reading length, and media listening/viewing times such that students (and the Academic Excellence Committee, AEC) can assess the load. Include web links where relevant, or point students to where they can find the materials. Ensure that the instructional materials have sufficient breadth, depth, and currency for the student to learn the subject and contribute to the achievement of the stated course learning objectives. Include primary academic sources as well as sources from professional or trade associations and the popular press.]
Resources
[List the University or system resources that will be available to students in your course. Sample boilerplate language for the library and SPS student support is included below.]
[This bracketed passage is a guide for faculty and can be deleted from the final syllabus. The Columbia University Libraries offer many services to faculty including direct contact with librarians who will build custom queries and set up custom databases for your course. They also work one on one with students and consult with faculty to build research projects for courses. Many faculty services are available via CUL/IS such as subject guides (http://library.columbia.edu/subject-guides.html), the digital collections (http://library.columbia.edu/find/digital-collections.html) and how to request an appointment with a librarian to review library, archival, print and electronic resources, including primary sources, to customize resources for their course (https://library.columbia.edu/find/request/reference/consultation.html).]
Columbia University Library
Columbia’s extensive library system ranks in the top five academic libraries in the nation, with many of its services and resources available online: http://library.columbia.edu/. 
SPS Academic Resources
The Office of Student Affairs provides students with academic counseling and support services such as online tutoring and career coaching: http://sps.columbia.edu/student-life-and-alumni-relations/academic-resources.
Course Requirements (Assignments)
[Describe here the major assignments of the course. Include statements on how assignments help students achieve the stated learning objectives as well as specific criteria on how you will evaluate students’ work. Many SPS courses include 3 or more graded assignments per semester. Each of these assignments should tie back to 1 or more of the course Learning Objectives outlined in the section above.]
Evaluation/Grading
[Articulate here how you will evaluate student work and measure their progress towards course goals. Describe how and when you will assign grades, how those grades contribute to the final grade, and whether you wish to include self or peer assessment. Assessment activities should:
· measure the stated learning objectives,
· align with course activities and resources,
· include specific and descriptive criteria for the evaluation of students’ work,
· be sequenced, varied, and appropriate to the content being assessed, and
· assign no more than 15% of the final grade to participation.]
The final grade will be calculated as described below:
FINAL GRADING SCALE
	Grade
	Percentage

	A+
	98–100 %

	A
	93–97.9 %

	A-
	90–92.9 %

	B+
	87–89.9 %

	B
	83–86.9 %

	B-
	80–82.9 %

	C+
	77–79.9 %

	C
	73–76.9 %

	C-
	70–72.9 %

	D
	60–69.9 %

	F
	59.9% and below
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Course Policies 
[Articulate the logistic details and ground rules that set the tone for your course. Describe expectations about participation and attendance, late papers, missed tests class behaviors and civilit, etc. Use positive language to set expectations. Sample boilerplate language:]
Participation and Attendance
You are expected to complete all assigned readings, attend all class sessions, and engage with others in online discussions. Your participation will require that you answer questions, defend your point of view, and challenge the point of view of others. If you need to miss a class for any reason, please discuss the absence with me in advance. 
Or
I expect you to come to class on time and thoroughly prepared. I will keep track of attendance and look forward to an interesting, lively and confidential discussion. If you miss an experience in class, you miss an important learning moment and the class misses your contribution. More than one absence will affect your grade.
Late work
There will be no credit granted to any written assignment that is not submitted on the due date noted in the course syllabus without advance notice and permission from the instructor.
Or
Work that is not submitted on the due date noted in the course syllabus without advance notice and permission from the instructor will be graded down 1/3 of a grade for every day it is late (eg., from a B+ to a B).
Citation & Submission
All written assignments must use [citation format], cite sources, and be submitted to the course website (not via email).
School Policies [Include all school/university policies as written below.]
Copyright Policy
Please note—Due to copyright restrictions, online access to this material is limited to instructors and students currently registered for this course. Please be advised that by clicking the link to the electronic materials in this course, you have read and accept the following:
The copyright law of the United States (Title 17, United States Code) governs the making of photocopies or other reproductions of copyrighted materials. Under certain conditions specified in the law, libraries and archives are authorized to furnish a photocopy or other reproduction. One of these specified conditions is that the photocopy or reproduction is not to be "used for any purpose other than private study, scholarship, or research." If a user makes a request for, or later uses, a photocopy or reproduction for purposes in excess of "fair use," that user may be liable for copyright infringement.
Academic Integrity
Columbia University expects its students to act with honesty and propriety at all times and to respect the rights of others. It is fundamental University policy that academic dishonesty in any guise or personal conduct of any sort that disrupts the life of the University or denigrates or endangers members of the University community is unacceptable and will be dealt with severely. It is essential to the academic integrity and vitality of this community that individuals do their own work and properly acknowledge the circumstances, ideas, sources, and assistance upon which that work is based. Academic honesty in class assignments and exams is expected of all students at all times.
SPS holds each member of its community responsible for understanding and abiding by the SPS Academic Integrity and Community Standards posted at http://sps.columbia.edu/student-life-and-alumni-relations/academic-integrity-and-community-standards. You are required to read these standards within the first few days of class. Ignorance of the School's policy concerning academic dishonesty shall not be a defense in any disciplinary proceedings.
Accessibility
Columbia is committed to providing equal access to qualified students with documented disabilities. A student’s disability status and reasonable accommodations are individually determined based upon disability documentation and related information gathered through the intake process. For more information regarding this service, please visit the University's Health Services website: http://health.columbia.edu/services/ods/support.
Course Schedule/Course Calendar
[List topics, readings, assignments, projects, exams and due dates on an easy-to-read course timeline. Sample:]
	Date
	Topics and Activities
	Readings (due on this day) 
	Assignments (due on this date)

	9/9
	Course introductions
Foundations of …
	Chapters 1–2 (30 pages)
Articles x,y,z (20 pages)

	Statement of purpose due 9/15

	9/16
	Principles of …
	Chapters 3–5 (40 pages)
Articles x,y,z (15 pages)

	Practice activity due 9/22

	9/23
	…
	…
	…



[Online course sample:]
	Module/Week
	Topic
	Readings
	Activities/Assignments for this module

	Module 1
	Course introductions
Foundations of …
	Chapters 1–2 (30 pages)
Articles x,y,z (20 pages)
	Complete readings and review of media resources

Participate in “Getting to Know You Discussion” forum before the block week begins

Participate in “Changing Global Context” discussion forum before the Live Session

Attend the Live Session

Complete and Submit the “Executive Interview” assignment before the module end


	Module 2
	
	
	

	Module 3
	
	
	…

	Module 4
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