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*Faculty, please use this information as a resource for your syllabi and/or Bb course shell.  It is not an exhaustive list and feel free to copy any or all sections.  Note that some links are for faculty use only. Also, please visit our WPU Center for Teaching Excellence website for more information, including the Spring 2024 Blue Ribbon Taskforce Report and Resources for Adult Learners. 






SYLLABI - Best Practices

A syllabus should include the following:
1. Title of course, number and section, student credit hours
2. Current semester offered; meeting times and place
3. Faculty member’s name, office hours, telephone number and e-mail address
4. Department and secretary’s telephone number and e-mail address
5. Required texts or materials, suggested readings, and other materials for study
6. Course objectives (minimally, those that appear in the Course Outline)
7. If applicable, identify whether the course satisfies UCC (specify which area), Technology Intensive or Writing Intensive requirements.
8. Student learning outcomes (defined as "statements of actual, measurable performance expected of students as an outcome of the teaching/learning process,” e.g., By the end of this course students will be able to …); all student learning outcomes included in the official, approved course outline must be included in each syllabus.
9. Topical outline of the course content with tentative schedule of assignments & activities
10. Course activities (e.g., presentations, projects, field trips, etc.)
11. Course expectations:
a. Course assignments, reading assignments, other required work
b. Tentative timeline for submission of written assignments or other work
c. Attendance
d. Participation in out-of-class activities (e.g., in labs, workshops, performances, etc.)
e. Examinations (tentative dates, make-up policy, etc.)
f. Class participation requirements
12. Course Calendar (Topics, Readings, Activities, Assignments, and Tests by week or by date)
13. Grading and other methods for assessing student academic performance
14. Additional information such as Academic Integrity Policies, accessibility resources, diversity and inclusion in the classroom, availability of academic support services, tutoring, etc. (see page x-x).
15. Last date to Add/Drop 
16. Last date to Withdraw without academic penalty
Faculty, please also see this link on the Center for Teaching Excellence (CTE) website:  
Creating a Course Syllabus, and information on inclusive teaching here, Inclusive Teaching Practices.




Academic Support & Services for Students at WPUNJ
Academic Support at WPU

	Accessibility Resource Center

	Speert Hall, Room 134
If you have a documented disability and anticipate needing accommodations, please contact the Accessibility Resource Center. 


	Academic Success Center


	Cheng Library Room 111B
973-720-2563/3324
One-on-one & group style tutoring in various subjects.



	Career Development Center
	Student Center Room 301 
Main Office 973-720-3291
Offers career counseling, job, internship and graduate school preparation.


	Center for Degree Completion and Adult Learning

	DCAL: DCAL@wpunj.edu
WPONLINE-UG: WPONLINE-UG@wpunj.edu
Assess professional work experience and training for potential academic credit, and create a community for adult learners to connect with each other and campus resources. (For students in the College of Adult and Professional Studies).


	Library and Research Assistance
Chat 24/7 with a librarian through their live chat option: Chat with a Librarian


	The Cheng Library has librarians available for research assistance – email the reference desk with questions or to schedule a chat appointment: refdesk@wpunj.edu

All databases and online materials are available to you from home: https://www.wpunj.edu/library/



	Science Enrichment Center


	Science Hall East, Room 3023
Provides face-to-face study groups and online support services for subject matter within the sciences and some math courses. 



	The Writing Center

	Grant Hall, Room 124 
One-on-one tutoring (face-to-face or online) for any WPU student working on any kind of writing in any stage of development. Students can make an appointment via navigate.  To learn more, watch this video:  Appointment for the Writing Center 




Health and Safety Support Services for Students at WPU

	Counseling, Health, & Wellness Center 

Overlook South, 1st Floor 
(973)720-2257 

Dr. Jill Guzman
Director

WPU Health and Wellness

	The Counseling, Health, & Wellness Center offers primary medical care and mental health services like facilitating students' personal, social, and intellectual growth, as well as adjustment to and engagement within the university community, assisting with identifying and working through personal barriers, normal developmental issues and stressors, and clinical problems which could impede academic success. The Counseling Center is staffed with psychologists, social workers, a psychiatrist consultant, and supervised graduate students.

Important Health Alerts.


	Institutional Equity and Diversity

Dr. Jeanne Arnold 
Chief Diversity Officer

WPU Equity and Diversity Office

	The University’s Office of Institutional Equity and Diversity is responsible for providing leadership to create an inclusive campus culture, supporting the design and implementation efforts for diverse hiring and retention, facilitating diversity, equity and inclusion training and development and ensuring compliance is met with federal, state, and local policies specific to Title IX  and Title VII (sexual harassment and discrimination based on any protected category). We are committed to ensuring equity is met and sustained in every aspect of the university experience for William Paterson faculty, staff and students.


	Office of Diversity and Inclusion

Student Center, suite 313
973-720-2507

Myranda Louis Jean
Interim Director

Diversity and Inclusion Office

	William Paterson is one of the most diverse colleges and universities in New Jersey; approximately 60 percent of the student body are students of color. Since 2015, the University has been designated as a Hispanic-Serving Institution (HSI), with more than 30 percent of current students claiming Hispanic heritage. The Office for Student Diversity and Inclusion strives to promote a campus-wide environment that encourages all students to engage, respect, and positively impact their communities as change agents. 

	Pioneer Pantry  

Leslie Fischgrund
Campus Activities, Service and Leadership
(973) 720-2518
fischgrundl@wpunj.edu

Speert Hall/Student Center room 135

Pioneer Pantry

	The Pioneer Pantry is a free resource for all currently enrolled William Paterson students who are experiencing food insecurity. The Pantry is funded by the generous donations from the WP community.  As a food pantry, it provides items such as canned goods, pasta, rice, and many other shelf-stable and limited fresh foods. Hygiene products, household necessities, and cleaning supplies may also available.  
Founded in 2017, the Pantry is a collaboration between the Student Government Association (SGA), Office of Campus Activities, Service, and Leadership (CASL), and the division of Student Development.
Pantry Phone: (973) 720-2023


	Safety on Campus
Entry #1, 1st Building on the left

Charles Lowe
Director of Public Safety and University Police
(973)720-2200

	As a student of William Paterson University, you want to feel safe and secure on campus. If you are experiencing an emergency, dial 911 from any campus phone or use the Emergency Bluelight telephones located around campus. 
WPU Police Department (973)720-2200
To report an incident, please call 973-720-2301. 
http://www.wpunj.edu/police/  


	Social Worker for Student Support & Resources 

Theresa A. Bivaletz (973)720-2578
bivaletzt@wpunj.edu

Student Center, Room 117

Social Worker for Students

	The Social Worker for Student Support and Resources assists students experiencing challenging situations and seeks to reduce the impact of these stressors through connection with campus partners, community resources and support systems, while encouraging success through individualized planning. 
In addition, the social worker offers services that raise awareness, provide education, and respond to the impact of dating/domestic violence, sexual assault, and stalking (DVSAS). Students experiencing DVSAS can receive confidential, trauma-informed supportive advocacy as they navigate through the healing process.


	Title IX Coordinator

Sobia Mahmood mahmoods10@wpunj.edu


College Hall, Room 120

Title IX Coordinator 
	The Title IX Coordinator is responsible for ensuring the University's compliance with Title IX and overseeing and/or investigating complaints of sexual harassment,  sexual assault, dating/domestic violence, stalking, and other sex-based complaints involving University students and employees that are alleged to have taken place on campus or at a University-sponsored event. The Title IX Coordinator is also responsible for overseeing training within the University community related to Title IX and other related state/federal laws/regulations. 


	Undocumented Students

Information for Undocumented Students

	William Paterson University supports undocumented students in their pursuit of higher education. We strive to provide safe environments and necessary resources to enable undocumented students to achieve academic success at William Paterson University.






University Land Acknowledgement

We recognize that we reside on the Lenapehoking — the traditional land of the Lenape people, past and present. We acknowledge the Lenape people as the indigenous stewards of this colonized land. We commit to supporting the Lenape people by building relationships; recognizing their continuing presence, and respecting and honoring them as original caretakers of this land.  
Please see: University Land Acknowledgement and our Indigenous Peoples’ Day Resolution.

Policies for Different Modalities

Face to Face (F2F) or Traditional In-Person Course
A traditional course meets in person 100% of the time. The instructor may supplement instruction using course management software and other technologies. A traditional course may contain an occasional online meeting if weather or other curricular circumstances warrant it.  

Hybrid Course
A blended or hybrid course consists of online course activity in which online activity replaces at least 30 % of required face-to-face meetings. When the technologies used for education and communication outside the classroom are used to supplant some of the classroom work, reducing the time spent in the classroom, the result is a blended or hybrid course. For example, if a course traditionally meets in a classroom three times per week, a hybrid or blended version might use online sessions to replace one or two of the traditional weekly classroom sessions or to eliminate all but a few key face-to-face sessions for laboratory work or examinations. (Sloan Consortium, 2010).

Online Course
In an online course, all course activity is done online; there are no required face-to-face sessions within the course. Online courses eliminate geography as a factor in the relationship between the student and the institution. They replace all face-to-face sessions with online elements that facilitate the three critical interactions between the student and content, the instructor, and other students. (Sloan Consortium, 2010). 

A fully online course may contain synchronous elements. Such courses must be clearly designated in all course listings as OSS (online, some synchronous). At the time of registration, students must understand that these elements exist. Students will have access to the course schedule no later than the first day of class so that they will know when these synchronous elements are scheduled and if this is acceptable.

Faculty, please see:  Online-Hybrid Course Policy.  Also, as a reminder, the course instructor cannot change the modality of a course from what is written in the schedule.


Syllabi Language for Classroom/Online Policies & Best Practices

Recording Policy 
Information contained in lectures, class discussions and other oral classroom communication are protected under federal copyright laws and/or Family Educational Rights and Privacy Act (FERPA). Unauthorized recording, downloading, file sharing or distribution of any part of a recorded lecture, class discussion or other oral classroom communication, or using the material for any purpose other than as an aid to an individual student’s learning may be considered a violation of the William Paterson University Copyright Policy and subject to disciplinary sanction. Unauthorized activities noted in this policy may also be a violation of William Paterson University Information Technology Policies.  

Blackboard 
If you need help with blackboard, please contact the blackboard helpdesk ASAP to schedule a tutoring session. The best way for you to obtain help is to use the BB Support Center Frequently Asked Questions

(For best results you should be using the Chrome web browser: https://google.com/chrome/ to access BB)

Netiquette for Online Discussions
When you respond to your classmates follow rules of classroom etiquette /online netiquette and propriety. You are free to raise questions, pose queries, post additional responses, etc.

What you do in class affects all other students and the instructor. This class will be conducted in a safe learning environment at all times. The Blackboard discussion posts/assignments are an opportunity and space to engage different points of view. Not everyone will agree about everything. There is a respectful and civil way to voice differences of opinions. Students will not harass, bully, or otherwise engage in any kind of inappropriate interaction at any time in this course. The learning environment will be free from discrimination and any kind of harassment based on race, ethnicity, age, religion, class, gender, identity, national origin, or belief. Any kind of perceived harassment or inappropriate behavior, students will be made aware of this and may have academic consequences.

Zoom Etiquette
Try your best to arrive a few minutes early and have 2 windows [Zoom & Blackboard] open. You should have your reading for the week handy, and your preferred method of taking notes. 

Please make all efforts to have your camera on as a matter of respect and reciprocity to our classroom community. I understand the need for maintaining privacy - adding a virtual background resolves this issue.  See this short how-to video on adding a virtual background in zoom: How to add a virtual background.

Make sure your computer and all programs are updated. Shut down your device each day to optimize performance and install updates.
Gender-Inclusive/Non-Sexist Language for In-Class Participation and "Netiquette"
To enable an inclusive environment and enrich discussion and reflection the class will make every effort to use gender-inclusive and non-sexist language i.e. words that affirm and respect how people describe, express, and experience their gender like individuals whose identities (including trans, intersex, and genderqueer) may not fit the gender binary, and/or who may not identify with the sex they were assigned at birth. Misgendering is disrespectful and dismissive. Students may share their preferred pronouns (he/she/ze/they) and names, and these gender identities and gender expressions will be honored. 

[bookmark: x_x__Hlk48911823]Email Communication
All communication will be sent on email and messages will only be sent to your wpunj.edu account. Grades will be upgraded on blackboard periodically. It is your responsibility to check your WPUNJ email account and blackboard (BB). If you need help blackboard, please contact the blackboard helpdesk ASAP to schedule a tutoring session. The best way for you to obtain help is to use BlackBoard Support

Faculty, please also see the recording policy here.








Academic Integrity, Writing & Reading

Academic integrity is essential to pass this class. Students who lend their work to others to submit as their own, fabricate information, or pass off as their own work the words and ideas of another will fail this course. Please familiarize with the WPU Academic Integrity Policy.  
Follow the rules of plagiarism for all WPUNJ students: “Plagiarism is the act of presenting another person’s ideas, research or writings as your own. The following are some examples of plagiarism, but by no means is it an exhaustive list: 
· Copying another’s actual words without the use of quotation marks and footnotes attributing the words to their source.
· Presenting another’s ideas or theories in your own words without acknowledging the source.
· Using information that is not common knowledge without acknowledging the sources.
· Failing to acknowledge collaborators on homework and laboratory assignments.  
Please see University Policies for more information.

When you quote or draw your ideas from another person's work, you must cite that source. For citations use in-text parenthetic notes, footnotes, or endnotes. A bibliography/list of references should be placed at the end of your paper. You can follow any citation system and format (from your major discipline). For those of you who do not have one, here is a suggested citation style. Check the APA style of citation at APA citations.

Do not cite more than 2 sentences at any time directly from the text. Try to summarize or paraphrase the idea from the text. If needed, use the Writing Center resources.  They can be found here:  Writing Center Resources.

Reading Tips and Suggested Note-Taking Techniques
· What is the main idea of the reading(s)?
· How do(es) the reading(s) relate to the larger issue/class topic? What is the relevance of this article/essay/chapter?
· How do the readings relate to each other?
· How do the readings relate to previous reading and topics we have covered?
· This is an intensive reading course. I suggest you take notes when you read and follow the logic and nature of evidence. It may be useful to summarize an article within 1/10th of its length. Or try to summarize each paragraph with one sentence/point. 


Artificial Intelligence (AI) Programs and Tools (e.g., ChatGPT)

Suggested Syllabi Language:
All assignments submitted in this course must be your own and the ideas and contributions of others must be appropriately acknowledged (cited). The use of Artificial Intelligence (AI) programs and tools (e.g., ChatGPT) in this course are at the discretion of the instructor to ensure that they are being used to support your learning. Any use of AI programs or tools outside of what is permitted by the instructor and without proper attribution (citation) is a form of academic dishonesty which may result in grade penalties and/or subject to disciplinary action per the Academic Integrity Policy.
 
Given differences in how AI might be considered or integrated into a course, here is some additional language that might be included/adapted:
 
· This course does not permit the use of AI for assignments. Any use of AI will be considered in violation of the Academic Integrity Policy. All ideas must be your own. 
· This course permits AI to edit original ideas. Students may use AI to improve sentence fluency, spelling, and grammar; however, use of AI for content development will be considered in violation of the Academic Integrity Policy.
· This course permits AI to develop ideas beyond editing.  Students must cite AI each time it is used in an assignment and vet the accuracy of the content generated by AI. Content produced by AI may not exceed X% of the assignment.
 
· Integrated into this course are varied uses of AI. When AI is used, the student must cite its use and vet the accuracy of the content generated by AI. Content produced by AI may not exceed X% of the assignment. 
 
With respect to citing ChatGPT and other generative AI, here is a website that informs: AI and Citations
 
Faculty, please also see:  Recommendations for Teaching with AI












Other Essential Information


Academic Calendar:  https://www.wpunj.edu/registrar/calendars/

WP Online Calendar:  https://www.wpunj.edu/registrar/calendars/wp-online-calendar

Religious and Holiday Calendar:  https://www.wpunj.edu/osdi/Religious-and-Spiritual-Resources/

Grading Scale:  A (94-100), A- (90-93), B+ (87-89), B (83-86), B- (80-82), C+ (77-79), C (73-76), C- (70-72), D (69-60), F (below 60)
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