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UW-Madison Syllabus Template

This template was created to help instructors develop course syllabi. Beginning on the next page you will find a list of both required and recommended elements for course syllabi. You will also find “instructor notes” that provide additional context and guidance for your consideration, as well as sample language you can choose to use in your own syllabus. The information on this page is for instructors’ purposes only and should not be included in syllabi provided to students.

Template key
* indicates the section is needed for federal compliance and institutional accreditation.
Italicized text indicates additional context and guidance for your consideration. This language should not be included in your shared syllabus.
Plain text indicates example language that you may choose to include in your shared syllabus.

Additional note:
For spring 2022, instructors and students should consult the following website for current campus health and safety guidance: covidresponse.wisc.edu. 

Want to go digital?
Learn more about using campus’ digital (AEFIS) syllabus tool.
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UW-Madison Syllabus Template
General Course Information

*Institution Name if Letterhead is Not Used: University of Wisconsin—Madison

*Course Subject, Number and Title 
Special topics title, if applicable.

*Credits
The number of credits associated with each course can be found in the Guide.

*Course Designations and Attributes 
Honors, general education. service learning, etc. 

*Course Description
As approved through governance, presented in the Guide.

*Requisites
As approved through governance, presented in the Guide.

*Meeting Time and Location

*Instructional Modality
Indicate the course mode of instruction: in-person, online or hybrid.

*Specify How Credit Hours are Met by the Course
This is a requirement of our HLC accreditation. Use one of the three definitions below from the 
UW-Madison Credit Hour Policy. Follow these recommendations for how to describe this credit information in a syllabus.
a. Traditional Carnegie Definition – One hour (i.e. 50 minutes) of classroom or direct faculty/instructor instruction and a minimum of two hours of out of class student work each week over approximately 15 weeks, or an equivalent amount of engagement over a different number of weeks. This is the status quo and represents the traditional college credit format used for decades. If you have regular classroom meetings and assign homework, reading, writing, and preparation for quizzes and exams, make this choice.

b. 45 Hours Per Credit – One credit is the learning that takes place in at least 45 hours of learning activities, which include time in lectures or class meetings, in person or online, labs, exams, presentations, tutorials, reading, writing, studying, preparation for any of these activities, and any other learning activities. This option may be useful for nontraditional formats, “flipped” courses, lab courses, seminars, courses with substantial meeting time and little out-of-class work, or any time this is a better fit for learning activities than the Carnegie definition.

c. Demonstration of Equivalent Learning – This option is likely to rarely be used because it needs thorough documentation of learning as equivalent to what would be learned in the Carnegie credit format or 45-hour formats. Contact the vice provost of teaching and learning before using. One credit is established by a demonstration of student learning equivalent to what would be learned in a course with one of the other methods of determining credit.

*Regular and Substantive Student-Instructor Interaction
Make explicit in the syllabus how this course meets the regular and substantive student-instructor interaction requirement. 
Substantive interaction is engaging students in teaching, learning and assessment through at least two of the following: direct instruction, providing feedback on student work, providing information about course content, facilitating discussion of course content, or other substantive interaction. Regular interaction is: predictable and scheduled interaction with students consistent with the course length (usually at least weekly but more often in a course of short duration). Regular and substantive student-instructor interaction, as defined by the US Department of Education (Within 34 C.F.R. §600.2), is always a requirement of UW-Madison for-credit learning activities. Find more information including examples of regular and substantive instruction.  
Other Course Information
Provide any additional info (identify honors, field trips or other special attributes or activities).

*Instructors & Teaching Assistants
Whether instruction is in-person, hybrid, online or remote, regular and substantive student-instructor interaction, as defined by the US Department of Education (Within 34 C.F.R. §600.2), is always a requirement of UW-Madison for-credit learning activities. 

*Instructor Title and Name

*Instructor Availability

*Instructor Email/Preferred Contact

*Teaching Assistant (if applicable)

*TA Office Hours

*TA Email/Preferred Contact

*Course Learning Outcomes
Course learning outcomes are statements about the knowledge and skills that students are expected to know, be able to do, or value by the end of the course. Include the course learning outcomes that have been previously approved in the course proposal. Please distinguish learning outcomes for undergraduate vs. graduate vs. variable credit activity. Find guidance on how to write learning outcomes.

Grading
· Indicate how the course is graded and relative weights of assessments 
· Provide linkage between weights and letter scores, if possible
· Indicate whether the final grades are curved or not
· Indicate whether attendance and/or participation is part of the grading 
· Separate grading requirements for graduate students if appropriate

Course Website, Learning Management System & Digital Instructional Tools
Provide link to course website (if available).
Provide information about the university’s learning management system, Canvas, and other university instructional tools or platforms (e.g., WebEx Meetings, MS Teams, Zoom, etc.) that will be used in the course. It is strongly suggested that students explore and become familiar not only with Canvas’ site navigation but with content and resources available for the course. 

Discussion Sessions 
Add information specific to discussion sections as appropriate or attach a separate document.

Laboratory Sessions 
Add information specific to lab sections as appropriate or attach a separate document. If in-person lab session, additional hygiene protocols, safety standards and physical distancing measures may be required (Instructors please provide details here.)  

Required Textbook, Software & Other Course Materials
Campus provides students with technology guidelines and recommendations for instruction. Students should consult these resources prior to the start of the semester. 

· List any required materials such as text books, open educational resources and eTexts
· List any required course or eText fees
· List required software tools even if available as part of UW-Madison licensing

Homework & Other Assignments
· Provide rules and expectations concerning homework
· Explain how are assignments will be submitted (online, Canvas, Dropbox, instructor mailbox, other)

Exams, Quizzes, Papers & Other Major Graded Work 
· List the summary period and the expectations associated with it 
· List relevant details about the exams, including if the quiz or exam will be proctored (see “Exam Proctoring” section below). Include dates, cumulative or not, open-book or open-note, access to electronic devices, policies for make-up dates, etc.



General Guidelines for Exam Proctoring
Instructors should inform students in advance and include a statement in the course syllabus that proctoring (remotely or in-person) will be required. The instructors should also make it clear in the syllabus that failure to use the proctoring service assigned will result in specific consequences (e.g., zero on exams, quizzes, etc.). Once the decision to use the proctoring service is made by the instructor and the student has registered for the class, the use of the proctoring is a condition of enrollment in the class. This should be stated explicitly in the syllabus. Additionally, it is within the instructor’s discretion to engage the use of a proctoring service, such as Honorlock, during the semester if circumstances result in exams or other testing moving from in-class to online or another virtual option.

Teaching & Learning Data Transparency Statement
The privacy and security of faculty, staff and students’ personal information is a top priority for UW-Madison. The university carefully evaluates and vets all campus-supported digital tools used to support teaching and learning, to help support success through learning analytics, and to enable proctoring capabilities. View the university’s full teaching and learning data transparency statement.
Privacy of Student Records & the Use of Audio Recorded Lectures Statement
View more information about FERPA.
Lecture materials and recordings for this course are protected intellectual property at UW-Madison. Students in this course may use the materials and recordings for their personal use related to participation in this class. Students may also take notes solely for their personal use. If a lecture is not already recorded, you are not authorized to record my lectures without my permission unless you are considered by the university to be a qualified student with a disability who has an approved accommodation that includes recording.  [Regent Policy Document 4-1] Students may not copy or have lecture materials and recordings outside of class, including posting on internet sites or selling to commercial entities, with the exception of sharing copies of your personal notes as a notetaker through the McBurney Disability Resource Center.  Students are otherwise prohibited from providing or selling their personal notes to anyone else or being paid for taking notes by any person or commercial firm without the instructor’s express written permission. Unauthorized use of these copyrighted lecture materials and recordings constitutes copyright infringement and may be addressed under the university’s policies, UWS Chapters 14 and 17, governing student academic and non-academic misconduct.
How to Succeed in This Course
Provide information on how students can best succeed in the course. For instance, instructors might include suggestions about completing assignments or studying for exams. Instructors might also include resource links to other campus services such as:
· University Health Services
· Undergraduate Academic Advising and Career Services
· Office of the Registrar
· Office of Student Financial Aid
· Dean of Students Office
· Graduate Student Services

Course Evaluations
Indicate how students can evaluate the course. See below for sample statement.
Students will be provided with an opportunity to evaluate this course and your learning experience. Student participation is an integral component of this course, and your confidential feedback is important to me. I strongly encourage you to participate in the course evaluation.

Digital Course Evaluation (AEFIS) 
If you plan to use campus’ digital course evaluation survey tool (AEFIS), see below for a sample statement to include in your syllabus.

UW-Madison uses a digital course evaluation survey tool called AEFIS. For this course, you will receive an official email two weeks prior to the end of the semester, notifying you that your course evaluation is available. In the email you will receive a link to log into the course evaluation with your NetID. Evaluations are anonymous. Your participation is an integral component of this course, and your feedback is important to me. I strongly encourage you to participate in the course evaluation.

Students’ Rules, Rights & Responsibilities
You can use the link above to provide your students with information about the unviersity’s privacy rights (FERPA).

Diversity & Inclusion Statement
Diversity is a source of strength, creativity, and innovation for UW-Madison. We value the contributions of each person and respect the profound ways their identity, culture, background, experience, status, abilities, and opinion enrich the university community. We commit ourselves to the pursuit of excellence in teaching, research, outreach, and diversity as inextricably linked goals. The University of Wisconsin-Madison fulfills its public mission by creating a welcoming and inclusive community for people from every background – people who as students, faculty, and staff serve Wisconsin and the world. 

Academic Integrity Statement
Instructors should discuss academic integrity with students early and often. 

By virtue of enrollment, each student agrees to uphold the high academic standards of the University of Wisconsin-Madison; academic misconduct is behavior that negatively impacts the integrity of the institution. Cheating, fabrication, plagiarism, unauthorized collaboration, and helping others commit these previously listed acts are examples of misconduct which may result in disciplinary action. Examples of disciplinary action include, but is not limited to, failure on the assignment/course, written reprimand, disciplinary probation, suspension, or expulsion.

Accommodations for Students with Disabilities Statement
The University of Wisconsin-Madison supports the right of all enrolled students to a full and equal educational opportunity. The Americans with Disabilities Act (ADA), Wisconsin State Statute (36.12), and UW-Madison policy (UW-855) require the university to provide reasonable accommodations to students with disabilities to access and participate in its academic programs and educational services. Faculty and students share responsibility in the accommodation process. Students are expected to inform faculty [me] of their need for instructional accommodations during the beginning of the semester, or as soon as possible after being approved for accommodations. Faculty [I], will work either directly with the student [you] or in coordination with the McBurney Center to provide reasonable instructional and course-related accommodations. Disability information, including instructional accommodations as part of a student's educational record, is confidential and protected under FERPA. (See: McBurney Disability Resource Center)


Academic Calendar & Religious Observances
You can use the link above to provide your students with information about the current and future academic calendars, along with the unversity’s religious observance policy. 
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