Suggestions for Online Syllabus:
This file has the following sections.
Style Tips;
Syllabus Presentation;
Additional Syllabus Sections (office hours, computer readiness, policies);
Sample Format for Course Schedule; and
Web Site Links.

Style Tips:
Web Links.  When linking to a web site within the syllabus, it is helpful to embed the URL in the title of the link, for example, our university’s web site is IPFW.  This works well for readability.  Then, to make it easy to locate the URL when the syllabus is printed out, it is helpful to have the title and URL listed completely at the end of the syllabus, as shown in the last section of this file.
Underlining.  When we were limited to typewriters, underlining was often used for emphasis of words.  With computer technology, underlining is not the only option; in addition, it signals a link to a web site. Thus, it is better to avoid underlining.  For emphasis, we can use other treatments such as Bold, Small Caps, and italics.
Selective Treatment.  Too much italics becomes hard to read. Too much bold loses emphasis.  A lot of ALL CAPS is hard to read. ALL CAPS also is seen as shouting and when used in text can be hard to read.  What seems to work better is reserving the use of ALL CAPS for acronyms or occasional emphasis.
Web-Readable Fonts: Fonts like Arial or Verdana are easy to read online.  They have clean letters with proportional spacing.  Some serif fonts can work, such as Garamond, if the font size is large enough.  For materials to be viewed only in print form, Times New Roman and Georgia also are proportional fonts.  (These are better than nonproportional fonts, such as Courier New.)  
Style Guides:  MS Office makes the use of style guides easy for formatting the syllabus headings and sections.  ITS offers workshops on the Microsoft word styles.  Microsoft Office also provides basic tips at its Word Tips site.

Syllabus Presentation
Sample header:  A sample header can be added at the top of each page, such as HTM 191, Fall 2010, Instructor Name.

Sample footer:  A sample footer can be added at the bottom of each page, such as  Page 1.

Sample logo and title:  Adding the IPFW logo at the top of the page can be done with image downloads from University Relations and Communications.  The logo can give a more finished look to the syllabus.  After the IPFW logo, the department or program name could be added in large bold font (such as 14 point), and under this, the course code and title in bold, followed by the subtitle of Online Syllabus.

Additional Syllabus Sections
Sample office hours section:
Office Hours:
Online Office.
Students should post questions that might be of general interest in the Online Office so that other students can see the questions and answers.  For example, there may be questions about course procedures, schedules, or technical issues.  Replies to questions and concerns will be posted at the Online Office frequently so that all students can see the answers. Students are encouraged to give their own responses when they know the answer to anyone’s question. [To go to Online Office:  go to Discussion , then  Online Office.]  Students are expected to support the organization of this Online Office by posting a new Subject or starting a new Thread when introducing a new topic. If the nature of the question or concern is more personal, students should use email or the telephone rather than the Online Office.
Campus Office.
Students who wish to have a meeting with the instructor at the campus office should request an appointment date and time by sending an email to the instructor or calling the office phone to leave a message for the requested appointment.  When leaving a message at the office phone, students should make sure to also leave a call back number or email contact for the instructor.

Email Communication.
For most issues, students should post questions or concerns at the Online Office when they are of a general nature, or at a weekly discussion area when they are about a particular week’s topic or activity.  Students should reserve use of e-mail messages for personal or private matters that are important to course progress, but which cannot be shared with the class.  In the subject of the email, students should remember to enter [course code] and the topic of the message, and in the closing, include the student’s first and last name. 
Sample note about Student Lounge:

Student Lounge.
The Student Lounge is a forum for students to get to know each other on an informal basis and discuss whatever comes up.  Since this area is designed “just for students,” instructors do not generally visit the space.
Sample guidance on research and writing:
Students who are unfamiliar with the process of research should review a scholarly resource such as Bedford St. Martin’s The Research Room.   This resource guides students through the process of exploring and narrowing topics, as well as how to search a database, and how to search the web.  This site provides tips on finding and documenting sources and provides sample papers.  

When writing a paper, students should use the recommended style format for the discipline. Bedford St. Martin’s site on Research and Documentation Online has links to sources for research and guidelines for documentation and citation styles.  The sample papers provide excellent models for format.

Sample addition for link to Academic Calendar:
Academic Calendar.
The IPFW Academic Calendar lists major dates for each semester.  Students can check to see when classes begin, dates of holidays, and when final exams end.
Sample computer readiness sections:
Computer Readiness.
The eLearning Home Page has resources for instructors and students, including tutorials and workshops.   In addition to guidance and resources, the IT Services Help Desk can offer assistance over the phone or direct your issue to the eLearning Support Team. 

Many problems instructors and students run into when using Blackboard stem from mis-configured browsers, incorrect software versions, pop-up blockers, etc. Most of these issues can be prevented by performing the browser tune up before using Blackboard Vista or once a problem arises.  Steps for doing this are listed at the eLearning Home Page.
From the menu on the left, click the Before You Begin link and choose Perform the Browser Tune Up. 

Follow the prompts, selecting the operating system and browser that is being used. 

Configuration instructions for the browser will appear. It is important to follow all steps. 

Navigating the Online Course.
Blackboard Vista has navigation controls built into the interface. These controls should be used instead of your internet browser's back button, as the browser's controls can cause Vista to behave in unexpected ways.  

Additionally, at the top of the main window you will find Your Location, a navigation tool that allows you to travel back to pages that you have recently visited. The item farthest to the right is your current location, while the items to the left of your current location, called breadcrumbs, are the pages that lead back to the home page. For example, if Your Location is listed as Home Page , then  Discussions, then  Current Events. For example, to get to the Current Events page, you had to click on the Discussions folder from the Home Page, then the Current Events link from the Discussions page. If you click on the Discussions or Home Page breadcrumb in Your Location, you will be taken back to the appropriate page.  Finally, if you have several breadcrumbs in Your Location, you will see a button containing a left arrow. Clicking this button will take you to the page immediately to the left of the current page.

Sample explanation of online learning and teaching methods.
Online Learning and Teaching Methods:
This course will be taught as a fully online course in the Blackboard Vista course management system.  All course materials will be posted at the Blackboard Vista course site, including the syllabus, schedule, assignments, and grades.  While students have a lot of flexibility in course study and meeting time, they will be expected to study, including homework assignments, and to participate in the online class, as much as would be expected if the class were meeting in a campus classroom space.  This means planning about 2-3 hours of study time per week, and instead of classroom meetings, planning three discussion hours per week. 

Students have the flexibility to study and participate according to their work and personal schedules within each week of study.  However, assignments still must be completed by their required due dates.  The challenge for students is to dedicate the required time while also balancing personal schedules.  The materials in this syllabus, including the schedule and due dates, should support students in managing time effectively in order to be successful in the course. 

The instructor will use a combination of educational styles to enhance learning.  These include guided readings, on-line discussion, activities, quizzes, a research paper, and a training development project.  The course will be taught with respect for diversity in individuals and learning styles. 

Students are encouraged to study assigned materials and actively participate in all forms of instruction.  Students will be expected to submit all assignments through the online course site and to actively post messages and replies in assigned discussion areas.  Students are encouraged to monitor the class site frequently, including periodic check-in at the Online Office to see if any new information has been posted.
If students encounter difficulties with retrieving information from the course site, or any other general course problems, they should make sure to post a message at the Online Office.  For technical problems, students should first contact ITS. 
Sample discussions section:

Discussions: 

My commitment is to create a climate for learning characterized by respect for each other and the contributions each person makes to class. I ask that you make a similar commitment.  Disagreement and debate, in a context of civility, is a norm in college classrooms.  Each person in this course has unique prior experiences and a unique viewpoint to share.  This offers a great opportunity for us to learn from each other.  
Though disagreement and even conflict may occur, students are expected to cooperate in maintaining an atmosphere of mutual respect.  When participating in discussions, it is perfectly acceptable to have strong opinions – in fact, this is encouraged.  In the process, however, students are expected to respect the basic intelligence and humanity of each participant in a discussion.  Conflict is not necessarily a bad thing, as long as there is a commitment to mutual respect.  Discourteous messages should never be posted as there is no place for rudeness, hateful, or demeaning speech in our learning community.

Students are expected to post messages by mid-week in weekly discussions, and to thoughtfully reply before end-of-the-week to the messages posted by other students. 

Since online communication differs from face-to-face communication, there is set of guidelines that help make discussions productive and to avoid some common mistakes.  These guidelines generally are called “netiquette,” a shorthand for “network” “etiquette.”  The following tips capture the netiquette expected in this course.  By using these tips, students can develop the productive interchange of ideas and thinking that is expected of everyone our weekly discussions.

Tip 1, Honest Thinking Discussion areas are safe places to express honesty, to make mistakes, and to ask for help from others about what a student doesn’t understand.  These discussion areas are a place to learn from one’s own thinking and from the thinking of classmates.  Students are expected to post ideas about how to apply what is being studied and how to use it to solve problems. 

Tip 2, Professional Conduct Students are expected to reflect professional and mature conduct in all online communication. 

Tip 3, Subject Line  When introducing a new topic, it helps everyone to stay organized by giving a meaningful title in the Subject line of the discussion message to indicate the introduction of the new topic.

Tip 4, Self Identification At the close of a message, it is a courtesy to add the name of the person sending the message.

Tip 5, Replies Students can avoid confusion by giving a short indication of what the message is in reply to, or giving a summary of several topics that are the focus of the reply, or identifying to whom a reply is being addressed.  This can help all keep track of the flow of the “conversation.”

Tip 6, Best Intentions Always begin by assuming the best intentions for messages that have been posted by others.  It is easy to misunderstand a text-based communication.  For this reason, rather than posting subjective judgments, it is better to ask objective questions to seek clarification about what someone has posted and to focus on logic and evidence when presenting a different point of view.

Tip 7, Basic Do’s and Don’t’s  Don’t use ALL CAPS because it creates the impression of shouting and it becomes hard to read. Be careful with humor — it often doesn’t work well and is easily misinterpreted online.  Use college level communication, and this includes basic grammar and spelling.  But a discussion is not meant to be a formal composition; so everyone should feel free to use language more in line with a “conversational tone.”  Do not add attachments to discussion messages unless instructed to do so.  Do not go beyond “discussion” — keep messages of reasonable length — this is not the place to be “long-winded.”  Keep focused.  Respect everyone’s time.

Tip 8, Reviewing Discussions  It can be useful to collect and review all discussion postings at the end of each week.  The print view allows this to happen.  The instructor also will recap the weekly highlights.

Sample policy on “student rights, responsibilities, and conduct:”

Student Rights, Responsibilities, and Conduct.

The IPFW Student Handbook states students’ rights and responsibilities in the “IPFW Policies and Code of Student rights, Responsibilities, and Conduct” section, also known as the “Code.”  Several of the particular rights and responsibilities related to the management of this course are listed below.

Use of Classroom Discussions.

In the section of THE IPFW CODE OF STUDENT RIGHTS, RESPONSIBILITIES, AND CONDUCT,  PART I STUDENT RIGHTS AND RESPONSIBILITIES,  Section B, Individual Rights and Responsibilities as Students, several  rights and responsibilities are explained, among them the role of discussions, whether in a physical classroom or in the electronic classroom of an online course:

In the classroom, students have the freedom to raise relevant issues pertaining to classroom discussion, to offer reasonable doubts about data presented, and to express alternate opinions to those being discussed.  However, in exercising this freedom, students shall not interfere with the academic process of the class.

Use of Computer Resources.

The Student Handbook and Planner, 2010-2011 also has the following statement about Ethical Guidelines for Computer Users:
University computer resources are designed to be used in connection with legitimate, university-related purposes.  The use of university computing resources to disseminate obscene, pornographic, or libelous materials;  to threaten or harass others; or otherwise to engage in activities forbidden by the Code is subject to disciplinary action as specified in the Code.

Classroom Management.

Students can read more about rights and responsibilities in the handbook and the spirit in which our university seeks to “maintain the campus as a place of work and study for faculty, staff, and students.”  In support of these rights and responsibilities, students interfering with the academic process of the class or otherwise behaving contrary to the Code will be:

Warned by the instructor to cease the behavior.

Referred to the Dean of Students for disciplinary action if instructor warning is not heeded.
Sample Format for Course Schedule

Class Schedule:
A narrative style with headings will be easy for screenreaders to read.  In this example, the instructor also gives students a checklist of what to complete each week.
Week 1, August 23-29, Introduction:
Topics:  Introduction to HTM 191, Providing Safe Food, Food Safety Regulations and Standards

Activities:

1-Read “Start Here.”

2-Review “Syllabus.”

3-Post “Introductions.”

4-Do “Scavenger Hunt”

5-Do “Self-Assessment.”

6-Read Chapters 1, 14.

7-Do “Restaurant Inspection.”

Week 2, August 30 to September 5, Food Safety:
Topics:  Food Safety, The Microworld

Activities:  

1-Read Chapter 14.
2-Do “Key Terms” Quiz.
3-Discuss “Cases.”

4-Read Chapter 2.
List of Web Site URLs 
This list provides the title and URLs for the websites referred to in this syllabus.

IPFW web page http://new.ipfw.edu/.
Microsoft Office Word Tips http://www.word-tips.com/microsoft-word-styles.html 

Bedford St. Martin’s Research Room http://www.bedfordstmartins.com/Catalog/static/bsm/researchroom/.

Bedford St. Martin’s site on Research and Documentation Online http://bcs.bedfordstmartins.com/resdoc5e/.)

IPFW Events, Academic Calendars site http://new.ipfw.edu/academics/calendar/.

IPFW eLearning Home Page http://elearning.ipfw.edu/.
