Distance Education Syllabus Standards
by the Cuesta College Academic Senate

The Cuesta College Academic Senate requests that faculty teaching in distance education modality
refer to this document when creating a syllabus for a DE course. The use of this document will assist
faculty in adhering to quality standards for student success and to comply with national and regional
articulation agreements’ and the California Education Code. In order to comply with these
Professional Standards, it is recommended that faculty include the components that are in bold and
underlined, using any order, formatting, or word choice as appropriate. Text that is not bold and
underlined provides examples and additional information for the instructor for use in syllabus
construction. The items with an asterisk may be included in another location, such as a welcome
letter, but it is advised that a hyperlink to those items be included in the syllabus. Instructors should
include additional items as necessary for their course. The Academic Senate also strongly advises
instructors to consult with other faculty in the same or similar discipline, as well as other faculty
teaching DE and a DE Coordinator or Instructional Designer, when creating a syllabus.

Course name and CRN#

Instructor: Include your name

[Identify how students will be able to locate you by including information such as your, ]
Office number

Phone

Email

Face to Face Office Hours

Online Hours

Skype name (or other online contact information)

[0 [Identify quickest way for students to contact you.] For example: Please note that Email is the best and fastest
waytoreachme.
1 [Identify your email response time.] For example: I will generally respond within 24 hours. During those timesin
thesemesterwhenthingsarereally, reallybusy...theturnaroundtimemay48hours.
e [Explain contact hours—when do you stop checking email? Do you contact students on weekends? Holidays?]
For example: I generally log off around 4pm every day and do not respond to emails on the weekends.

[Enter the catalogue description for the course.]

[For the official course description and course outline of record please go to CurricUNET:]

[0 [Ideally, the Student Learning Outcomes (SLOs) will be listed on the syllabus, but it is permitted to have a
hyperlink to SLOs in another location]


http://www.curricunet.com/Cuesta/search/course/
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1. SLO1
2. SLO2
3. SLO3 etc.

Text Book name and information
Supplemental Materials necessary for the class, as applicable. For example:
o Additional software
o Technology tools outside the LMS: [if you want students to download them, add hyperlinks]. For

example,
= Publisher content,
= Skype

= Adobe reader
= PPT freeVersion
o Additional Supplies for Course

Sample DSPSwording: Ifyouhaveaphysical, mental, orlearning disability that requires any special
accommodation, please contact Disabled Student Programs and Services as soon as possible to ensure that
youreceivetheaccommodationsinatimely manner. Iwillbe happy todiscussandworkwith youonyourneed
foraccommodations.

Tutorial services are provided to students and can be found at the following link: Tutorial Services

For a list and reference to library services, including learning research and assistance, please follow the link:
LibraryandLearningResources

Othercampusservices (Veteran'sservices, etc)

Tutorial services are provided to students and can be found at the following link: Tutorial Services

For a list and reference to library services, including learning research and assistance, please follow the link:
LibraryandLearningResources

Othercampusservices (Veteran'sservices, etc)

Instructor specific instructions for troubleshooting LMS or other software issues.

For issues related to accessing Cuesta's LMS Site or other technical issues, students may

email: support@my.cuesta.edu

Sample technical issues statement: If the Cuesta server goes down or the power is out, the campus LMS will
alsobedownandyou will notbe able to access youronline course. When this happens, you should email
yourinstructorfromyourstudentemail (notfromwithinthe LMS) for moreinformationorinstructions.
[Youmaywishtoadd:]Forallotherissuesrelatedtothe courseor coursecontent, pleaseemailme.

[Include your online attendance and/or course attendance for mandatory meetings]

Authentication policy: [ Students should understandthat their identity will be authenticated] For example:
Authenticating studentidentity will be conductedby using the LearningManagementSystem (LMS), Canvas.
Canvas requires each studentto loginto the program using asecure login and password to access.

Regular Effective Contact policy: [Students havearight to know how and when the instructor will be available. ]
Forexample: Regular and Effective Instructor Contactwill be met through weekly instructor initiated threaded
discussion forums; weekly announcements to students; timely and effective feedback on student assignments;
email, phone or messaging to individuals; and office hours [which may be asynchronous or synchronous].

Examples of additional information you may wish to include in this section:


https://get.adobe.com/reader/
http://www.microsoft.com/en-us/download/details.aspx?id=13
http://www.cuesta.edu/student/servs_classes/dsps/
http://www.cuesta.edu/student/servs_classes/ssc/tutorial_services/
http://www.cuesta.edu/library/
http://www.cuesta.edu/student/servs_classes/veterans/
http://www.cuesta.edu/student/servs_classes/ssc/tutorial_services/
http://www.cuesta.edu/library/
http://www.cuesta.edu/student/servs_classes/veterans/
mailto:support@my.cuesta.edu

Follow this link for General Campus Policies (including: Withdrawal, Repeatability, Student Code of Conduct)
Board Policy Student Conduct Code and Technology Agreement

College Plagiarism and Academic Honesty Policy

Use Administrative Procedure 4105 to assist you in addressing Authenticating student identity and regular and
effective instructorcontact.
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[Itis wise to include expectations for professional online discourse.] Sample wording:
Use respectful and appropriate language in your forum discussions.
Please do not use texting language, lol.

Emoticons are acceptable ways to show emotion.

Avoid CAPS as they comeacross like YOU'RE SCREAMING.
Youareexpectedtoreadallforumposts.
Youaretorespondtotheappropriatenumber of postsforeach forum.
All messages are public, so be careful and courteous when you post.
Makeyourpoststhoroughandyourrepliesaswell.

Complete sentences and thoughts are mandatory for forum posts.
Useaperson'snamewhenyoureplytotheir post.

Use mycuesta.edu email for private communication.

Ooooooooooon

[Include studentexpectations specific forthe course] For example:
Attendance policy. How often students should log into course

Materials necessary for course

Time expectations for completion of course (how many hours per week?)
Drop policy

Suggestions for how to succeed in the course (may be in a separate section)

ooooon

[Thissectiononlyappliesifadiscussionforumisusedforthecourse. If participationinthediscussionforumis
part of a student’s grade, the grade requirements must be included in the syllabus. Otherwise, forum
requirements may be located elsewhere, such as in the discussion forum]

Requirements for participation in discussions

Refer to Netiquette Policy above

oo

Instructorgradingpolicy

Timeline for assignment feedback

Submission Policy (how will students submit assignments and in what format? Word, PDF, RTF?)
Listof Course Assignments

oooo

Provide a calendar of assignments (EX. Assignment Sheet) or reference where to locate course calendar.

Approved by the Academic Senate 4/29/16


http://www.cuesta.edu/student/aboutacad/acad_policies/
http://academic.cuesta.edu/president/2008BP/BP6000/6200.pdf
http://www.cuesta.edu/aboutcc/documents/vpss-docs/Academic_Honesty_Student_Computer_Technology_Access_Agreement.pdf
http://www.cuesta.edu/student/documents/distanceeddocs/AP4105.pdf
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