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[bookmark: _heading=h.gjdgxs]SMUMN Syllabus Format Universal Design for Learning –
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Saint Mary’s University courses are expected to use the following template for all syllabi: online, remote, and face-to-face. Please use this template, and fill in your syllabus information. The settings and headings in this template ensure a syllabus is accessible to optical readers.  For more information on making your course documents (Word, PowerPoint, PDFs) accessible to all students, please review “Preparing Accessible Courses,” which provides valuable tips for both online and in-person courses and their syllabi. 

· Please use this template and complete each bold heading as provided without change to size, font, or wording. 

· Type/Insert text under each heading in Calibri font, 11 or 12 point.

· Select applicable information to include depending upon whether the course is an undergraduate, Integratus, or graduate class. Delete information that does not apply.

· Please delete all instructions.

· Use only black font; do not use any color for the final syllabus.

· Please include page numbers.  

· Keep spacing between sections to a single line.

· Do not underline titles for emphasis; underlining signifies hyperlinks only.

· Please include any information about your teaching approach on the course site rather than the syllabus. 

· All faculty are asked to use Canvas to post (at minimum): (ad) an approved course syllabus, (b) communicate with students, (c) receive assignments, and (d) track course grades. 

· Please note Central Time (“CT”) to all due date times listed.

· Delivery modality: The delivery modality listed on the syllabus must be one of the following:
· In-person: 100% of the instruction and interaction takes place when the instructor and students are physically present in the same location, such as a classroom.
· Online: 100% of the instruction and interaction is delivered using distance education technologies. Includes asynchronous online courses, courses with required synchronous meetings, and courses with both asynchronous and synchronous online meetings.
· Hybrid: Instruction and interaction is delivered using a combination of distance education technologies and in classroom meetings, when the instructor and students are in the same location. This modality is sometimes referred to internally at Saint Mary’s as “blended”.
Saint Mary’s University of Minnesota 
Schools of Graduate and Professional Programs 
Delivery modality: In-person, Online, or Hybrid
[Enter course title]
[Enter department/program code and number]
[Enter Semester and Year]
	Instructor
	[Type your name and title here]

	Phone
	[Type your phone number here]
	
	

	Email
Office Hours
	[Type Saint Mary’s University email here]
List information that students need to know for scheduling a consultation. For asynchronous online courses, a minimum of one hour of online office time must be scheduled weekly via video technology (Zoom, Google Meets, or similar) to answer student questions or discuss course topics. The days and times of weekly online office hours must be listed in the syllabus and Canvas so that students are aware of the schedule at the start of the course. Instructors teaching online courses with a combination of synchronous and asynchronous online sessions are also encouraged to schedule online office hours.
	
	


[bookmark: _heading=h.30j0zll]
[bookmark: _heading=h.1fob9te]Course Credits	
[add credits]
Course Dates/Hours
· Include the first and last dates of the course. For example, “This course starts on Monday, January 6th and concludes on Sunday, March 2nd, 2025.”
· For courses with required synchronous or in-class meeting dates and times, list the meeting information. For example, “Four class sessions (or four online synchronous sessions) are scheduled from 5:30pm-7:30pm on Thursday January 9th, January 23rd, February 5th, and February 20th, 2025.”  
· For asynchronous courses, do not list the date ranges of each weekly asynchronous online session (for example, do not write “Week 1: Monday 03/03 - Sunday 03/11,” etc.).
Prerequisites or Concurrent Courses
[e.g., course code, consent of program director]

Course Description
[must be the approved course description]

Student Learning Objectives
Upon completion of this course, students are expected to be able to do the following:
[Type student learning objectives here.]
Required Textbook
All textbooks must be in 7th edition APA format, followed by the ISBN. See this APA Style link for formatting guidelines. 
The following are some APA formatting examples:
Author, A. A. (Year of publication). Title of work: Capital letter also for subtitle. Publisher Name. DOI (if  
             available). ISBN
Ackley, K. A. (2009). Perspectives on contemporary issues: Readings across disciplines. Wadsworth. ISBN 
978-1-413-03397-7

Booth, W. C., Colomb, G. G., Williams, J. M., Bizup, J., & Fitzgerald, W.T. (2024). The craft of research          	
(5th ed.). University of Chicago Press. ISBN 978-0-226-82667-7

Other Resources
List any required or recommended additional learning resources. Resources should be in 7th edition APA format. See this APA Style link for formatting guidelines.

The following are some APA formatting examples:
Article
Author, A. A., Author, B. B., & Author, C. C. (Year). Title of article. Title of Periodical, volume 
number(issue number), pages. https://doi.org/xx.xxx/yyyy

Spinella, J., Claudio, H., McAuliffe, M., Crowell, N., O’Guin, C., Scott-Herring, M., & Thorpe, K. (2024). 
Radiation safety practices among anesthesia providers: A multi-site observational pilot study. Journal of Radiology Nursing 10(2), 514-516. https://doi.org/10.1016/j.jradnu.2024.08.003

Website
Last name, F. M. [and/or organization]. (Year, Month Date). Title of page. Site name. URL

National Institute of Mental Health. (2018, July 10). Anxiety disorders. U.S. Department of 
Health and Human Services, National Institutes of Health. http://www.nimh.nih.gov/health/topics/anxiety-disorders/index.shtml

Visual Media
Person or group who uploaded video. (Date of publication). Title of video [Video]. Website host. URL

Harvard University. (2019, August 28). Soft robotic gripper for jellyfish [Video]. YouTube. 
http://www.youtube.com/watch?v=guRoWTYfxMs

Canvas Access
Canvas is Saint Mary’s Learning Management System and may be accessed from https://smumn.instructure.com. 

Technical Support
For technical support, contact our helpdesk at the following:
	Email:
	helpdesk@smumn.edu

	Website:
	Helpdesk

	Phone:
	612-728-5100: x7800, local Twin Cities

	Alt. Phone:
	866-437-2788; Choose HelpDesk menu option



Minimum Technical Hardware Requirements
Saint Mary’s students are required to have a computer and to have consistent and reliable access to the internet for use in their studies. Computers allow students to connect with the online learning environment, enhance the interaction with instructors and classmates, and gain access to educational resources, such as library databases and other resources. Select academic programs may have additional hardware or software requirements. Students should check with the appropriate chair or program director to ensure that they have the required hardware and software to be able to participate successfully in their respective programs.

Important note: Smartphones and tablets do not meet the minimum requirements for coursework at Saint Mary’s. Coursework requires a full keyboard and a minimum screen size of 13 inches. Smartphones and tablets can aid and support coursework, but alone they are not sufficient.

AI Policy 
[Please add your policy, based on SMUMN’s University Conduct] 

A.I. Statement Examples for Syllabi


Student Expectations
[Number of times to log on the course per week, time online per week.]
[Software tools needed.]
[Conduct and communication rules when using technology.]
[File formats for assignments (software tool and name of file).]
[Include information regarding the course’s late assignments policy]

Synopsis of Assignments
Example:  [Assignment Title, 10% of course grade, # of points, SLO: 1, 3, 4]
-Assignments clearly relate to the student learning objectives (SLOs.)  
-Assignments are clearly and fully explained. 
-Assignments are at the appropriate level of rigor and require time expenditure from both the student and faculty that is consistent with the credit assigned to the course. 
-Provide sufficient detail regarding the assignment content and parameters.

Assessment of Student Performance/Grading Policies
[Grading scale must show point and percentage values. Please select the appropriate grading scale and delete the other]
Graduate Grading Scale
	A 
	 90-100%
	Enter points

	B
	   80-89%
	Enter points

	C
	   70-79%
	Enter points

	    NC 
	Below 70%
	Enter points



Undergraduate Grading Scale
	A
	 95-100%
	Enter points

	AB
	   90-94%
	Enter points

	B
	   85-89%
	Enter points

	BC
	   80-84%
	Enter points

	C
	   75-79%
	Enter points

	CD
	   70-74%
	Enter points

	D 
	   60-69%
	Enter points

	F
	 Below 60%
	Enter points



Course Time Standards
[Must select one of the following statements, please delete the others]
Master’s, Specialist, and PsyD Courses
One graduate credit requires 15 contact or instructional hours. In addition, it is suggested that students invest a minimum of two hours per contact/instructional hour in outside study.
Bachelor of Science completion courses
Courses in the B.S. degree completion program have reduced instructional hours requiring 11 contact or instructional hours per credit. In addition, it is suggested that students invest three hours per contact/instructional hour in outside study.
[bookmark: _heading=h.tyjcwt]EDD and DBA courses
Courses in the doctoral degree programs require a minimum of either 13 contact or instructional hours per credit. In addition, it is suggested that students invest three hours per contact hour in outside study.

Student Ratings of Teaching and Learning
[bookmark: _heading=h.qfytqpnwgj9]Students are expected to provide feedback about teaching and learning in the course. Near the end of the course, find a link to the student rating of teaching and learning in your SMUMN email and on your course site in Canvas. Please be assured the system records responses anonymously.
University Conduct and Academic Policies
See the course Canvas site for a direct link to University Conduct and Academic Policies.  More details on this policy should be reviewed by following this link to the Course Catalog:  Academic Integrity and Dishonesty.

Writing Center and Library Services
See the course Canvas site for direct links to these departments.

Access Services for Students with Disabilities
Saint Mary’s University is committed to ensuring that qualified students with disabilities have equal access to educational programs and activities at the university. If you have a disability that is causing barriers in campus activities, coursework, or assessments of this course, you may be entitled to accommodation. Please contact Access Services SGPP at accessservicessgpp@smumn.edu as soon as possible to arrange a confidential discussion about your need for accommodation.

Topical Outline
	Meeting Time/ Week/Module
	Topics and Learning Activities
	Readings and Assignments

	Week 1
For asynchronous online weeks, add a date range from Monday to Sunday.

*For any scheduled synchronous online sessions or scheduled class sessions, state the date and time of the class session.
	Topics:
[add]

Learning Activities:
[add]

*For courses with blended in-person or synchronous online sessions and asynchronous online sessions, list the in-person/synchronous online and asynchronous online learning activities separately as follows:
In-Class/Synchronous Online Activities:
[add]

Online Activities:
[add]
	Readings and Resources:
[add]
Assignments
[add]




	Week 2
For asynchronous online weeks, add a date range from Monday to Sunday.

*For any scheduled synchronous online sessions or scheduled class sessions, state the date and time of the class session.
	Topics:
[add]

Learning Activities:
[add]

*For courses with blended in-person or synchronous online sessions and asynchronous online sessions, list the in-person/synchronous online and asynchronous online learning activities separately as follows:
In-Class/Synchronous Online Activities:
[add]

Online Activities:
[add]
	Readings and Resources:
[add]
Assignments:
[add]




	Week 3
For asynchronous online weeks, add a date range from Monday to Sunday.

*For any scheduled synchronous online sessions or scheduled class sessions, state the date and time of the class session.
	Topics:
[add]

Learning Activities:
[add]

*For courses with blended in-person or synchronous online sessions and asynchronous online sessions, list the in-person/synchronous online and asynchronous online learning activities separately as follows:
In-Class/Synchronous Online Activities:
[add]

Online Activities:
[add]
	Readings and Resources:
[add]
Assignments:
[add]




	Week 4
For asynchronous online weeks, add a date range from Monday to Sunday.

*For any scheduled synchronous online sessions or scheduled class sessions, state the date and time of the class session.
	Topics:
[add]

Learning Activities:
[add]

*For courses with blended in-person or synchronous online sessions and asynchronous online sessions, list the in-person/synchronous online and asynchronous online learning activities separately as follows:
In-Class/Synchronous Online Activities:
[add]

Online Activities:
[add]
	Readings and Resources:
[add]
Assignments:
[add]




	Week 5
For asynchronous online weeks, add a date range from Monday to Sunday.

*For any scheduled synchronous online sessions or scheduled class sessions, state the date and time of the class session.
	Topics:
[add]

Learning Activities:
[add]

*For courses with blended in-person or synchronous online sessions and asynchronous online sessions, list the in-person/synchronous online and asynchronous online learning activities separately as follows:
In-Class/Synchronous Online Activities:
[add]

Online Activities:
[add]
	Readings and Resources:
[add]
Assignments:
[add]




	Week 6
For asynchronous online weeks, add a date range from Monday to Sunday.

*For any scheduled synchronous online sessions or scheduled class sessions, state the date and time of the class session.
	Topics:
[add]

Learning Activities:
[add]

*For courses with blended in-person or synchronous online sessions and asynchronous online sessions, list the in-person/synchronous online and asynchronous online learning activities separately as follows:
In-Class/Synchronous Online Activities:
[add]

Online Activities:
[add]
	Readings and Resources:
[add]
Assignments:
[add]




	Week 7
For asynchronous online weeks, add a date range from Monday to Sunday.

*For any scheduled synchronous online sessions or scheduled class sessions, state the date and time of the class session.
	Topics:
[add]

Learning Activities:
[add]

*For courses with blended in-person or synchronous online sessions and asynchronous online sessions, list the in-person/synchronous online and asynchronous online learning activities separately as follows:
In-Class/Synchronous Online Activities:
[add]

Online Activities:
[add]
	Readings and Resources:
[add]
Assignments:
[add]




	Week 8
For asynchronous online weeks, add a date range from Monday to Sunday.

*For any scheduled synchronous online sessions or scheduled class sessions, state the date and time of the class session.
	Topics:
[add]

Learning Activities:
[add]

*For courses with blended in-person or synchronous online sessions and asynchronous online sessions, list the in-person/synchronous online and asynchronous online learning activities separately as follows:
In-Class/Synchronous Online Activities:
[add]

Online Activities:
[add]
	Readings and Resources:
[add]
Assignments:
[add]
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