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General Instructional Information During COVID-19
(Actual syllabus template begins on pg. 3)
This 2020-2021 version of the campus syllabus template specifically addresses policies, resources and information developed in response to the COVID-19 pandemic. Because of this, we recognize the template includes much more information than is typical. As of Decemebr 21, 2020, we have updated certain sections throughout this document, denoted with “***,” to address these most recent campus updates, policies, etc., that relate to instruction. 

Providing a syllabus is a critical means for clearly communicating essential information to students. It also is a vital component of the course design process. The template outlined below provides both required components and recommended components. The template is also available digitally through Canvas (see the “Course Syllabus/AEFIS” menu item). Learn more about how to use the digital syllabus template.

UW-Madison continues to actively implement measures to protect the safety, health and well-being of all students and instructors, particularly during the COVID-19 pandemic. Preserving the health of our campus community will be a broadly shared responsibility. In order to provide students and instructors with a safe, in-person learning environment, students and instructors have a shared role in adhering to the following protocols while in instructional spaces. More details about these protocols are available at the Instructional Continuity website, which are aligned with broader campus health and safety protocols, outlined on the university’s COVID-19 Response website. 

***Campus Guidance on the Use of Face Coverings
Face coverings must be correctly worn on campus at all times and in all places (both outside and inside), except by students in their assigned residence hall rooms; by employees when alone in a private, unshared lab or office; when traveling alone in a private vehicle; and when exercising outside in a way that maintains 6 feet of distance from other people. (See section titled: “Guidance on the Use of Face Coverings” in the template.) 

Quarantine and Isolation (for remote and in-person instruction)
Every effort should be made to accommodate the academic progress of students who become ill, or are asked to isolate or quarantine. It is essential for students to have the confidence that their progress and grade will not be put at risk by staying out of class because they are experiencing possible COVID-19-related symptoms, or are required to isolate or quarantine. Instructors are encouraged to plan for this event with highly flexible course plans that utilize content delivery via Canvas and reserve in-person activities for participation and discussion.  

If a student becomes ill and needs to suspend or reduce their class participation, then the student should consider dropping the course, or the instructor may need to discuss with the student whether the conditions of an incomplete grade are likely. While flexibility is greatly encouraged, this does not imply that work towards achievement of course learning goals and engagement in activities is optional. (See section titled: “Isolation or Quarantine due to COVID-19” in the template, as well as these additional guidelines and resources.)

***Exams and Exam Proctoring

***General Exam Reminders
Please review “Important Reminders for Successful Remote Exams”, which includes specific guidelines and recommendations around careful exam design, fairness and academic integrity to support students remotely regardless of assessment tool. 

***Campus Spaces for Virtual Learning and Testing 
Dedicated on-campus spaces with high-speed internet are available for students to reserve for any exam/quiz taken during the semester. Computers can also be requested. 

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. (See “Exam Proctoring Statement and Privacy of Student Information and Digital Proctoring Statement” in the template.)

Other In-person Instructional Requirements
· Practice physical distancing (staying at least six feet apart from others), in both indoor and outdoor spaces, including when entering and exiting building and instructional spaces.
· ***Monitor symptoms daily, and follow the new COVID-19 testing guidelines. Find more information on testing including on-campus testing locations, getting test results and what to do if you test positive for COVID-19.
· Follow specific guidance on classroom seating and furniture use. “Sit Here Signs” will be placed in classrooms to indicated where students should sit, as well as floor decals to indicate where furniture should be placed and remain.
· Limit the sharing of materials (papers, books, writing utensils, calculators, etc.) with others in class. Any materials brought to class must be taken with you when leaving the classroom.
· Food and beverages are not allowed in instructional spaces. For students who may need access to food or beverages during class (e.g., medical condition, other accommodation or circumstance) may do so while wearing face coverings. If this will be a reoccurring situation, students should discuss their on-going need with their instructor. 
· Carefully observe and follow health and safety signs posted inside and outside the classroom
· Course start and stop times are not staggered. At their discretion, instructors may start or end class a few minutes off schedule to avoid congestion in the halls.

Additionally, students should:
· Clean desks and seats before and after class with the provided classroom supplies and wipe off hands with disinfectant wipes. The provided cleaning supplies will be safe for skin contact; gloves are not needed. See guidance for cleaning classrooms.
· Exit the classroom as quickly as possible to allow the next section to transition in safely
· Be aware of and sensitive to others around you, particularly those who may be struggling or having difficulties.

In-person lab, studio and performing arts and field courses (education, agricultural, community-based, clinical): Additional hygiene protocols, safety standards and physical distancing measures may be required for in-person lab, field and studio and performing arts courses. Instructors please provide details here.

Instructor Office Hours
Due to the COVID-19 pandemic, office hours will be conducted remotely. Occasional exceptions may be made following physical distancing and health recommendations at the discretion of your instructor.

UW-Madison Syllabus TemplateIMPORTANT: 
· All sections in red are needed for federal compliance and institutional accreditation. 
· *** indicates the information has been recently updated for spring 2021 instruction.
· Italicized text indicates “notes” to instructors. 
· Plain text provides example language for use in your syllabus. 


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, remote/online or hybrid.
Consult the new campus guidance for defining modes of instruction and synchronicity, which has been endorsed, in principle, by the University Curriculum Committee.

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
Office hours will be conducted remotely. Occasional exceptions may be made following physical distancing and health recommendations at the discretion of your instructor/TA.

Instructor Email/Preferred Contact

Teaching Assistant (if applicable)

TA Office Hours
Office hours will be conducted remotely. Occasional exceptions may be made following physical distancing and health recommendations at the discretion of your instructor/TA.

TA Email/Preferred Contact

Course Learning Outcomes
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., Blackboard Collaborate, 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 (in-person or remote)
· Add information specific to discussion sections as appropriate or attach a separate document.

Laboratory Sessions (in-person or remote)
· 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
· 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
Campus provides students with technology guidelines and recommendations for instruction. Students should consult these resources prior to the start of the semester. 

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

***Campus Spaces for Virtual Learning & Testing
Dedicated on-campus spaces with high-speed internet are available for students to reserve for any exam/quiz taken during the semester. Computers can also be requested.

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). Include dates, cumulative or not, open-book or open-note, access to electronic devices, policies for make-up dates, etc.

General Reminders for Remote Exams
Please review “Important Reminders for Successful Remote Exams,” which includes specific guidelines and recommendations around careful exam design, fairness and academic integrity to support students remotely regardless of assessment tool. 




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.

Recommended Exam Proctoring Statement
Instructors have the authority to decide whether to proctor their tests, quizzes or other course assessments whether the courses is offered in-person or remotely. Failure to use the proctoring service assigned will result in ____(state consequences: e.g., zero on exams, quizzes, etc.). 

Digital Exam Proctoring 
Instructors planning to use a digital exam proctoring tool, should include information about the proctoring process, including what students will be expected to do, how to access the exams and what technology is required as part of the syllabus. 
***Honorlock is the campus-supported proctoring tool. See UW-Madison’s FAQs about Honorlock before deciding to use Honorlock in your course. Additional resources about Honorlock include:
***For Instructors: 
· How to Successfully Use Honorlock for Remote Exams, which outlines support resources, best practices and set-up requirements 
· UW-Madison’s KnowledgeBase documentation 
· Add the Honorlock student tech module to your course to help communicate to your students about your use of the proctoring software  
***For Students: Share What to Communicate to Your Students When Using Honorlock, which includes six key points to convey to students, plus a pre-exam student checklist. 

***Privacy of Student Information & Digital Tools: Teaching & Learning Analytics & Proctoring Statement
The privacy and security of faculty, staff and students’ personal information is a top priority for UW-Madison. The university carefully reviews 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. UW-Madison takes necessary steps to ensure that the providers of such tools prioritize proper handling of sensitive data in alignment with FERPA, industry standards and best practices.	
Under the Family Educational Rights and Privacy Act (FERPA which protects the privacy of student education records), student consent is not required for the university to share with school officials those student education records necessary for carrying out those university functions in which they have 	legitimate educationl interest. 34 CFR 99.31(a)(1)(i)(B).  FERPA specifically allows universities to designate vendors such as digital tool providers as school officials, and accordingly to share with them personally identifiable information from student education records if they perform appropriate services for the university and are subject to all applicable requirements governing the use, disclosure and protection of student data.

Privacy of Student Records & the Use of Audio Recorded Lectures
See information about privacy of student records and the usage of audio-recorded lectures.	
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 requiring accommodation. [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. Students are also 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

Course Evaluations
Indicate how students can evaluate the course. For example:
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) 
	For instructors using the campus digital course evaluation survey tool, AEFIS.  
	
	UW-Madison now uses an online course evaluation survey tool, AEFIS. In most instances, you will receive 	an official email two weeks prior to the end of the semester when your course evaluation is available. You 	will receive a link to log into the course evaluation with your NetID where you can complete the evaluation 	and submit it, anonymously. 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
During the global COVID-19 pandemic, we must prioritize our collective health and safety to keep ourselves, our campus, and our community safe. As a university community, we must work together to prevent the spread of the virus and to promote the collective health and welfare of our campus and surrounding community. 

UW-Madison Badger Pledge

***Campus Guidance on the use of Face Coverings
	Face coverings must be correctly worn on campus at all times and in all places (both outside and inside), 	except by students in their assigned residence hall rooms; by employees when alone in a private, unshared 	lab or office; when traveling alone in a private vehicle; and when exercising outside in a way that maintains 	6 feet of distance from other people.

	Students with disabilities or medical conditions who are unable to wear a face covering should contact the 	McBurney Disability Resource Center or their Access Consultant if they are already affiliated. Students 	requesting an accommodation unrelated to disability or medical condition, should contact the Dean of 	Students Office.

Students who choose not to wear a face covering may not attend in-person classes, unless they are approved for an accommodation or exemption. All other students not wearing a face covering will be asked to put one on or leave the classroom. Students who refuse to wear face coverings appropriately or adhere to other stated requirements will be reported to the Office of Student Conduct and Community Standards and will not be allowed to return to the classroom until they agree to comply with the face covering policy. An instructor may cancel or suspend a course in-person meeting if a person is in the classroom without an approved face covering in position over their nose and mouth and refuses to immediately comply.

	Quarantine or Isolation Due to COVID-19
	Student should continually monitor themselves for COVID-19 symptoms and get tested for the virus if they 	have symptoms or have been in close contact with someone with COVID-19. Student should reach out to 		instructors as soon as possible if they become ill or need to isolate or quarantine, in order to make alternate 	plans for how to proceed with the course. Students are strongly encouraged to communicate with their 		Instructor concerning their illness and the anticipated extent of their absence from the course (either in-	person or remote). The instructor will work with the student to provide alternative ways to complete the 	course work. 

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. For suggested ways to engage students in these discussions, see the College of Letters and Science Remote Teaching Toolkit.

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 (Faculty Document 1071) require that students with disabilities be reasonably accommodated in instruction and campus life. Reasonable accommodations for students with disabilities is a shared faculty and student responsibility. Students are expected to inform faculty [me] of their need for instructional accommodations by the end of the third week of the semester, or as soon as possible after a disability has been incurred or recognized. Faculty [I], will work either directly with the student [you] or in coordination with the McBurney Center to identify and provide reasonable instructional 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
See: https://secfac.wisc.edu/academic-calendar/#religious-observances 
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