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Course ID and Title 
Units: 
Term—Day—Time: 

Location: Physical address and/or course-related URLs, etc.

Instructor: 
Office: Physical or virtual address
Office Hours: (The general guideline is for one weekly office hour for each class taught. Office hours do not count as contact hours.) 
Contact Info: Email, phone number (office, cell), Skype, etc. Timeline for replying to emails/calls (i.e. within 24 hours).

Course Description
An expanded version of the description published in the University catalogue. Describe the student audience for whom the course is appropriate. Aspirational statements are not learning objectives, but are valuable and belong in this section.

Learning Objectives


Identify what specific, measurable skills a student will obtain and be able to demonstrate by the end of the course. Learning objectives should be both taught and assessed in your course. They are aligned with your assignments, assessments and learning materials.	If possible, list learning objectives that correspond to AGHE Gerontology Competencies for Undergraduate and Graduate Education  
1.16.2020
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Communication
List preferred method of contact 
Sample Language: 
Communication
Since this is an online class, I will rely primarily on e-mail and Blackboard announcements to communicate with all of you, as well as announcements in class.  Please do not hesitate to contact me at any time.  I encourage you to ask questions or to provide us with feedback about the course. I will try to respond to your questions within 24 hours.

IT Help
IT Help: For assistance with Blackboard, you can contact the USC Blackboard Help Line at (213) 740-5555, select Option 2.  They are available 24 hours a day to assist you.  You can also find USC’s Blackboard Help for Students materials at https://studentblackboardhelp.usc.edu/.


Course Notes
Include grading type (e.g., Letter, Credit No/Credit, Numeric). Note any unique characteristics of the course of operating procedure. Is the course Web-Enhanced (i.e. Blackboard), Blended or Online? If copies of lecture slides and other class information will be posted on Blackboard, note that here. If multimedia or technology-enhanced learning strategies will be used, please describe them here. 

Technological Proficiency and Hardware/Software Required
If applicable, provide details of accessing course if not in a traditional classroom setting. 

Sample Language:
Technological Proficiency and Hardware/Software Required

Review Blackboard announcements and check USC email frequently. This course will be taught entirely online and accordingly, students are expected to make themselves aware of all announcements made on Blackboard, as Blackboard announcements will serve as the primary form of communication with students. Similarly, students are also expected to check their USC email frequently, as all Blackboard announcements will also be sent by e-mail (correspondence from professors will be sent to student USC email accounts). If not familiar with Blackboard, students are expected to go through the tutorials provided online at http://studentblackboardhelp.usc.edu/  Full understanding of the system will be necessary for participation in this course. Students will also need to understand how to successfully submit assignments through the turnitin.com link on Blackboard.   If not familiar with turnitin, students should go through the tutorials provided online at http://studentblackboardhelp.usc.edu/coursework/submitting-work-turnitin/

Required Readings and Supplementary Materials
Required readings and supplementary materials. Where to access/purchase. 

Description and Assessment of Assignments 
What kind of work is to be done and how should it be completed, i.e. how the learning outcome will be assessed. Include any assessment and grading rubrics to be used. Grading rubrics may also be posted on Blackboard and referred to in the syllabus. 


Grading Breakdown
Including the above detailed assignments, how will students be graded overall? Participation should not exceed 15% of the total grade. Where it does, the syllabus must provide an added explanation. No portion of the grade may be awarded for class attendance but non-attendance can be the basis for lowering the grade, when clearly stated on the syllabus. The sum of percentages must total 100%.
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	Assessment Tool (assignments)
	Points
	% of Grade

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	TOTAL
	
	





Grading Scale
A	93-100
A-	90-92.99
B+	87-89.99
B	83-86.99
B-	80-82.99
C+	77-79.99
C	73-76.99
C-	70-72.99
D+	67-69.99
D	63-66.99
D-	60-62.99
F	59.99 and below


Assignment Submission Policy
Describe how and when assignments are to be submitted. 

Grading Timeline
Announce a standard timeline for grading and feedback. 

Additional Policies
Add any additional policies that students should be aware of: late assignments, missed classes, attendance expectations, use of technology in the classroom, etc.  

Grade Appeals and Disputed Grades
As stated in the Academic Policies section of the University Catalogue, ― A grade once reported to the Office of Academic Records and Registrar may not be changed except by request of the faculty member to the Committee on Academic Policies and Procedures (CAPP) on a Faculty Request for a Correction of Grade form.  Changes should be requested only on the basis of an actual error in assigning the original grade, not on the basis of a request by the student or special consideration for an individual student. Students are not permitted to complete course work after the semester has ended. 

Incompletes
In the case of a documented emergency that occurs after the withdrawal date and/or during the final exam period, students should consult the instructor about receiving a grade of Incomplete (IN) for the semester. 
 
The Registrar’s recommended definition of emergency “An unforeseeable situation or event beyond the student’s control that prevents her from taking the final examination or final summative experience.” Based on this definition, a student may not request an IN before the withdrawal deadline. The rationale is that the student has the option to drop the course until the withdrawal date. The grade of IN exists so there is a remedy for illness or emergency which occurs after the deadline to withdraw. 

Student Course Evaluations
Gerontology conducts mid-semester evaluations during the fall and spring semester.  These are very helpful to us and we appreciate your participation.  You should also feel free to e-mail us at any time with your feedback regarding the course. 

Learning Experience Evaluations will be conducted at the end of the semester. This will be your opportunity to provide feedback about your learning experience in the class. This feedback helps the instructor determine whether students are having the intended learning experiences for the class. It is important to remember that the learning process is collaborative and requires significant effort from the instructor, individual students, and the class as a whole. Students should provide a thoughtful assessment of their experience, as well as of their own effort, with comments focused on specific aspects of instruction or the course. For this feedback to be as comprehensive as possible, all students should complete the evaluation.

Attendance/Excused Absence Policy Policy
List attendance/excused absence policy. Please note that it is USC policy that no portion of the grade should be awarded for class attendance. However, non-attendance can be the basis for lowering the grade when clearly stated in the syllabus.  Participation should generally not exceed 15% of the total grade for the course.  ChecklistTop10SyllabusErrorstoAvoid.pdf (usc.edu)
https://arr.usc.edu/forms/UCOC%20March%202019%20Minutes.pdf


Sample Language:
Excused Absences
We believe that attendance, participation, and timely completion of assignments are an important part of the learning experience.  However, students may experience illness, travel due to participation in university activities (athletics, band, competitions, etc.), or may need to miss class due to religious observances or personal emergencies.  Please communicate with us when this happens. If you are experiencing a serious illness or are dealing with a complex issue, you can contact USC’s Campus Support & Intervention office for assistance - Tutor Campus Center, TCC Suite 421, telephone: 213-740-0411, email: uscsupport@usc.edu.

Religious Accommodations
University of Southern California policy permits students to be excused from class for the observance of religious holy days. This policy also covers scheduled final examinations which conflict with students’ observance of a holy day. Students must make arrangements in advance to complete class work which will be missed, or to reschedule an examination, due to holy days observance. For more information, please visit the Office of Religious Life for the full policy: https://orsl.usc.edu/life/calendar/absences/

Statement for Students with Disabilities
Any student requesting academic accommodations based on a disability is required to register with Disability Services and Programs (DSP) each semester.  A letter of verification for approved accommodations can be obtained from DSP.  Please be sure the letter is delivered to me as early in the semester as possible.  DSP is located in GFS 120 and is open 8:30 am – 4:30 pm, Monday through Friday.  Website for DSP: http://dsp.usc.edu and contact information: (213) 740-0776 (Phone), (213) 740-8216 (FAX), ability@usc.edu (Email).

EMERGENCY PREPAREDNESS/COURSE CONTINUITY IN A CRISIS
In case of a declared emergency if travel to campus is not feasible, USC executive leadership will announce an electronic way for instructors to teach students in their residence halls or homes using a combination of Blackboard, teleconferencing, and other technologies. See the university’s site on Campus Safety and Emergency Preparedness.

Gerontology Inclusion Statement
The USC Leonard Davis School of Gerontology is committed to creating an inclusive classroom environment that values the diversity of all its members.  The School is committed to providing a purposefully inclusive community where all members and visitors are free from all intolerant behavior (including but not limited to harassment, verbal or written abuse, threats, ridicule, or intimidation). We encourage all members within our community to embrace and learn from the diversity within our classroom, school, and university.

Course Schedule: A Weekly Breakdown
Provide a detailed course calendar that includes a list of deliverables (homework assignments, examinations, etc.) broken down on a weekly basis. 

	
	Topics/Daily Activities
	Readings/Preparation
	Deliverables/Due Dates 

	Week 1

	
	
	

	Week 2

	
	
	

	Week 3

	
	
	

	Week 4

	
	
	

	Week 5

	
	
	

	Week 6

	
	
	

	Week 7

	
	
	

	Week 8

	
	
	

	Week 9

	
	
	

	Week 10

	
	
	

	Week 11

	
	
	

	Week 12

	
	
	

	Week 13

	
	
	

	Week 14

	
	
	

	Week 15

	
	
	

	FINAL

	
	
	


[bookmark: _hp6s77qpu94v]
Statement on Academic Conduct and Support Systems

Academic Conduct:

Plagiarism – presenting someone else’s ideas as your own, either verbatim or recast in your own words – is a serious academic offense with serious consequences. Please familiarize yourself with the discussion of plagiarism in SCampus in Part B, Section 11, “Behavior Violating University Standards” policy.usc.edu/scampus-part-b. Other forms of academic dishonesty are equally unacceptable. See additional information in SCampus and university policies on scientific misconduct, policy.usc.edu/scientific-misconduct.

Support Systems: 

Counseling and Mental Health - (213) 740-9355 – 24/7 on call
studenthealth.usc.edu/counseling
Free and confidential mental health treatment for students, including short-term psychotherapy, group counseling, stress fitness workshops, and crisis intervention. 

National Suicide Prevention Lifeline - 1 (800) 273-8255 – 24/7 on call
suicidepreventionlifeline.org
Free and confidential emotional support to people in suicidal crisis or emotional distress 24 hours a day, 7 days a week.

Relationship and Sexual Violence Prevention Services (RSVP) - (213) 740-9355(WELL), press “0” after hours – 24/7 on call
studenthealth.usc.edu/sexual-assault
Free and confidential therapy services, workshops, and training for situations related to gender-based harm.

Office of Equity and Diversity (OED) - (213) 740-5086 | Title IX – (213) 821-8298
equity.usc.edu, titleix.usc.edu
Information about how to get help or help someone affected by harassment or discrimination, rights of protected classes, reporting options, and additional resources for students, faculty, staff, visitors, and applicants. 

Reporting Incidents of Bias or Harassment - (213) 740-5086 or (213) 821-8298
usc-advocate.symplicity.com/care_report
Avenue to report incidents of bias, hate crimes, and microaggressions to the Office of Equity and Diversity |Title IX for appropriate investigation, supportive measures, and response.

The Office of Disability Services and Programs - (213) 740-0776
dsp.usc.edu
Support and accommodations for students with disabilities. Services include assistance in providing readers/notetakers/interpreters, special accommodations for test taking needs, assistance with architectural barriers, assistive technology, and support for individual needs.

USC Campus Support and Intervention - (213) 821-4710
campussupport.usc.edu
Assists students and families in resolving complex personal, financial, and academic issues adversely affecting their success as a student.

Diversity at USC - (213) 740-2101
diversity.usc.edu
Information on events, programs and training, the Provost’s Diversity and Inclusion Council, Diversity Liaisons for each academic school, chronology, participation, and various resources for students. 

USC Emergency - UPC: (213) 740-4321, HSC: (323) 442-1000 – 24/7 on call 
dps.usc.edu, emergency.usc.edu
Emergency assistance and avenue to report a crime. Latest updates regarding safety, including ways in which instruction will be continued if an officially declared emergency makes travel to campus infeasible.

USC Department of Public Safety - UPC: (213) 740-6000, HSC: (323) 442-120 – 24/7 on call 
dps.usc.edu
Non-emergency assistance or information.
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