Recommended Additional Elements in Online Course Proposals

	Syllabus Item
	Online Consideration

	Instructor office hours
	Provide multiple options for students to contact instructor: e.g., face-to-face, phone, e-mail, etc.  Instructor bio recommended

	Course Description and Course Policies
	Include role of technology in the course, how the course is delivered, and whether this has the same pedagogical effect.



	Course Objectives
	Include technology objectives if there are any.



	Prerequisites and Required Hardware, Software and Connectivity
	Include technology skill prerequisites. Include software, plug-ins, hardware, connection and browser requirements



	Grading Policies and Academic Dishonesty
	Indicate grading strategies that will prevent student cheating. Communicate University policies for dealing with those who cheat.



	Group Participation Policies
	Include clear expectations for group work and mechanisms and resources for monitoring.



	General Syllabus & Course Calendar
	Include major topics, readings, assignments due dates, and exams.  Organize by week.



	Attendance, Participation and Absenteeism
	Include expectations for student participation. Define absenteeism and establish expectations for student compliance.



	Exams
	Include procedures for exams in a controlled environment in accordance with university policies

	E-mail Procedures
	Establish expectations for the manner in which students are to identify themselves in e-mail messages.



	Campus Presence
	Indicate when students must attend classes, labs, exams, advising sessions, and other events on campus or at other locations.
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