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Syllabus Template Notes: 

The syllabus is a blueprint for a class. It provides students with a detailed plan or outline of the essential components of the course, as well as the instructor’s expectations. It keeps faculty focused and serves as a reference. A syllabus has three purposes: as a contract, a permanent record, and a learning tool. It is a contract because it contains policies of conduct. It is a permanent record because it contains important information about the course (title, dates, credit hours earned, pre- or co-requisites, course description, required texts, objects, professional standards, deadlines, and descriptions of content and assessments). It is a learning tool because it includes tips, campus resources, availability of the instructor, rubrics, and models of high-quality work (Parker & Harris, 2002; Ludy, Brackenbury, Folkins, Peet, & Langendorfer, 2016). In many instances, faculty syllabi take this traditional approach. However, the classroom is evolving into a space where community, innovation, and student engagement are encouraged. Therefore, creating a syllabus that exemplifies enthusiasm for learning, integrates contemporary design features, and incorporates purposeful use of graphics (Ludy, Brackenbury, Folkins, Peet, Langendorfer, 2016, p. 2) could be a viable option and meet the needs of some students’ learning styles.

Please note: All text shown in Chesapeake blue italics represents instructions and/or suggestions for completing the syllabus and may be revised as appropriate. Text shown in black represents required statements or language and must not be altered, revised, or removed.

As per the Old Dominion University Teaching and Research Faculty Handbook section on Course Syllabi: 

By the start of each semester, the instructor will provide the students with a syllabus in either electronic or hard copy form. Exceptions to this must be approved in writing by the dean. Course descriptions are found in the Undergraduate and Graduate Catalogs.

The syllabus should include: 
· Course number(s) 
· Days, times, and location of the class if applicable
· Student meeting hours
· Office location, if applicable
· Catalog description for the course
· Outline of the material to be covered during the semester
· Course objectives
· Course expectations of students
· A statement about academic integrity and accountability
· Instructor’s requirements for student participation
· Required and optional textbooks/readings assignments
· Instructor’s grading system and grading rubric, if applicable
· Attendance policy for the course
· Available academic support services
· Instructor’s AI usage policy
· Accommodation statement. 
· Faculty should consult with the Office of Educational Accessibility website and include one of the recommended statements regarding reasonable accommodations for students with disabilities.

Student and Faculty Behavior  
 The primary responsibility for managing the classroom environment rests with the faculty. Students who engage in any prohibited acts that result in disruption of a class may be directed by the faculty member to leave the class for the remainder of the class period. Longer separations from a class must be preceded by a conduct conference or hearing as outlined in Board of Visitors Policy 1530: Code of Student Conduct. 
  
Faculty who encounter disruptive classroom behavior are encouraged to follow the procedures outlined in the Guidelines on Managing Disruptive Students in the Faculty Handbook. 
 
Expectation of faculty conduct is also a consideration. It is a good practice to review the 
Board of Visitors Policy 1450: Faculty Code of Conduct. 
 
“In summary, faculty members are expected to conduct themselves in a manner, both on campus and in the community, that is in consonance with the University’s reputation as an institution of high ethical values. At the same time, the University affirms and protects faculty members’ rights to academic freedom, freedom of expression, and due process.”  
 


Course Syllabus

COURSE INFORMATION  
Include the following information in the course introduction:
· Instructor Information: Provide the course instructor’s name, preferred pronouns, email address, office location, and office hours. Indicate whether office hours are held in person or via Zoom.
· Course Information: Include the course title, course number, and section.
· Class Details: List the days, meeting times, and class location.
· Term: Identify the semester and year.
· Canvas: Indicate that the course uses Canvas and specify that the course syllabus and assignments are available on the Canvas course site.
· Welcome Video: A link to a brief welcome video introducing the instructor and/or course. (OPTIONAL)

Recommended Format: 
	Course Title:  
	
	
	

	Course Number(s): 
	
	
	

	Course Credits:  
	
	
	

	
	
	
	

	Instructor:     
	
	Preferred Pronouns:
	if applicable

	Office Location:    
	Indicate whether office hours are held in person or via Zoom.
	Email: 
	

	Office Hours:  
	Indicate student meeting hours
	Office Phone: 
	

	
	
	
	

	Class Meeting Day(s):   
	
	Class Time: 
	

	Class Location/Room:   
	
	Term / Semester: 
	


 Enter number of hours per week or TBD as appropriate if information is not known. 
COURSE DESCRIPTION  
Insert Catalog description for the course.

COURSE OBJECTIVES
Course objectives should clearly communicate what students are expected to know, understand, or be able to do by the end of the course. Objectives should align with the course content, instructional activities, assessments, and overall program or curriculum goals.

When developing course objectives:
· Use clear, measurable, and student-centered language.
· Begin each objective with an action verb that describes an observable outcome (e.g., analyze, apply, evaluate, create, identify, explain, demonstrate).
· Focus on what students will be able to accomplish by the end of the course, rather than what the instructor will teach.
· Ensure objectives are appropriate for the course level and achievable within the timeframe of the course.
· Align course objectives with major assignments, assessments, and learning activities.
· Include objectives that reflect the essential knowledge, skills, and competencies students should develop.
Recommended Format:
List course objectives as concise statements beginning with an action verb. A typical course should include approximately 4–8 measurable objectives, as appropriate for the course.
Example:
By the end of the course, students will be able to:
· Analyze key concepts related to [course topic].
· Apply appropriate methods and strategies to [specific skill or task].
· Evaluate [theories, evidence, or practices] using relevant criteria.
· Demonstrate proficiency in [specific knowledge or skill].
· Communicate [discipline-specific information] effectively in written and/or oral formats.
COURSE LEARNING OUTCOMES  
Add the course learning outcomes to the syllabus. Course learning outcomes describe what students should be able to know, understand, or do after successfully completing the course.
When developing or reviewing course learning outcomes:
· List outcomes as clear, concise bullet points.
· Focus on what students will be able to demonstrate by the end of the course.
· Use specific, measurable action verbs, such as analyze, apply, evaluate, create, demonstrate, explain, or identify.
· Avoid vague or difficult-to-measure verbs such as understand, know, learn, or become familiar with.
· Ensure that the outcomes are appropriate for the course level and align with course content, assignments, assessments, and activities.
· Include outcomes that reflect the essential knowledge, skills, and competencies students are expected to develop.
Example:
By the end of the course, students will be able to:
· Analyze key concepts and theories related to [course subject].
· Apply appropriate strategies to [specific skill or task].
· Evaluate [specific information, evidence, or practices] using established criteria.
· Demonstrate proficiency in [specific skill or competency].
Important: Review the course learning outcomes to ensure they are current, measurable, and aligned with the approved course curriculum and program-level outcomes, as applicable.
REQUIRED MATERIALS
Identify all materials that students are required to obtain or access to complete the course successfully. When possible, consider using free Open Educational Resources (OER) as an alternative to traditional textbooks.

1. Textbooks and OER Materials
List all required textbooks or Open Educational Resources using the following format:
· Author(s)
· Title
· Publication year
· Edition, if applicable
· ISBN, if applicable
· Direct link to the resource

2. Required Articles and Other Readings
For each required article or reading, provide the following citation information:
· Author(s)
· Article title
· Journal title
· Volume and issue, if applicable
· Publication date
· Page numbers, if applicable
· Direct link to the article or resource

3. Other Required Materials
Identify any additional materials, software, applications, or technology students will need to complete the course. Include:
· Title or name of the resource/software
· Author, developer, or publisher, if applicable
· Year, if applicable
· Direct link to the resource or download page

RECOMMENDED MATERIALS 
Identify materials that are not required but may support students’ learning and success in the course. Recommended materials may include supplemental textbooks, readings, websites, software, videos, study guides, or other resources.

For each recommended resource, provide:
· Author(s), developer, or publisher
· Title or name of the resource
· Publication year or edition, if applicable
· ISBN, if applicable
· Direct link to the resource

NOTE: Clearly distinguish between required and recommended materials. Students should not be expected to purchase or access recommended materials to meet course requirements unless they are identified as required.

Important: Ensure that all links are current and accessible to students. When appropriate, consider using OER and other no-cost resources to minimize student expenses.

INSTRUCTOR EXPECTATIONS
Use this section to clearly communicate the shared responsibilities of the instructor and students while establishing a welcoming, supportive, and student-centered tone. The goal is to help students understand what they can expect from the instructor and what they can do to be successful in the course.

Rather than presenting expectations as a list of rules or commands, use positive, encouraging language that emphasizes partnership, engagement, and student success. The syllabus should communicate the instructor’s commitment to creating a meaningful learning experience while also outlining the habits and behaviors that support student achievement.

Describe what students can expect from the instructor throughout the course. Consider including commitments such as:
· Providing accurate and current course content.
· Communicating clear expectations and guidelines for assignments and course activities.
· Being available to answer questions and provide meaningful, timely feedback.
· Creating an engaging, inclusive, and supportive learning environment.
· Applying fair, consistent, and transparent grading practices.
· Providing resources and guidance to help students prepare for assessments and complete course assignments successfully.

Use language that communicates the instructor’s enthusiasm and commitment to student learning. 

For example, instead of stating, “The instructor will provide feedback,” consider: “Students can expect meaningful feedback that supports their learning and helps them identify opportunities for growth.”

STUDENT EXPECTATIONS
Describe the behaviors and practices that can help students succeed in the course. Consider including expectations related to:
· Regular attendance and active participation in class and course activities.
· Consistent time devoted to studying and preparing for class. As a general guideline, students should plan to spend an average of three hours per week studying and preparing for class, in addition to scheduled class time.
· Completing assigned readings, coursework, and assessments by the established deadlines.
· Contributing respectfully and thoughtfully to class discussions and other learning activities.
· Following the ODU Honor Pledge and maintaining academic integrity.
· Taking an active role in their learning and making a genuine effort to achieve their academic goals.
· Communicating with the instructor when questions, challenges, or circumstances may affect their ability to participate or complete course requirements.

Frame student expectations as opportunities for success rather than as a list of rules. For example, instead of stating, “Students are expected to attend all classes,” consider: “Regular participation in class discussions and learning activities can help students engage with course content, connect with their peers, and achieve greater success in the course.”

Tone and Approach
The syllabus should use a positive, encouraging, and student-centered tone. Avoid overly legalistic, punitive, or command-oriented language when possible. Expectations should remain clear while conveying that the instructor and students share responsibility for creating a productive learning environment.

A “promising syllabus” focuses on what students can gain from the course and how the instructor will support their learning. Use language that invites students to participate, encourages questions, recognizes that challenges may arise, and reinforces the instructor’s enthusiasm for helping students succeed.

The overall message should communicate: “Here is what students can expect from the instructor, here is what will help students succeed, and here is how we will work together to create a meaningful learning experience.”
COURSE SCHEDULE  
Provide a detailed course schedule that clearly outlines the topics, class meeting dates, preparation requirements, assignments, and due dates for the course. A well-organized schedule helps students understand course expectations, anticipate their workload, and plan for upcoming deadlines.

Use a table or chart to organize the schedule. At a minimum, include the following information for each class meeting or instructional week:

Date
List the date(s) of the class meeting.

Topic
Identify the primary topic, chapter, unit, or learning focus for the class meeting.

What Is Required to Prepare for Class
List readings, activities, videos, assignments, or other work students should complete before attending class or participating in the week’s activities.

Assignment Due Dates
Identify all assignments, projects, quizzes, discussions, or other work due on that date or during that instructional week. Clearly indicate what students are expected to submit and when it is due.

Recommended Course Schedule Format
	Week
	Class Meeting Date(s)
	Topic
	What Is Required to Prepare for Class
	Assignments & Due Dates

	1
	[Date]
	[Topic]
	[Readings, activities, preparation]
	[Assignment and due date]

	2
	[Date]
	[Topic]
	[Readings, activities, preparation]
	[Assignment and due date]

	3
	[Date]
	[Topic]
	[Readings, activities, preparation]
	[Assignment and due date]



Course Schedule Disclaimer
Include a statement explaining that the course schedule is subject to change when circumstances require adjustments. While significant changes to the syllabus should be avoided once the semester begins, instructors may need to modify the schedule, course content, or deadlines due to unforeseen circumstances, such as weather-related cancellations, institutional events, or the pace and progress of the class.

Suggested language:
This course schedule is tentative and may be adjusted during the semester. Changes may be necessary due to weather-related or other unexpected events, the pace of the course, or students’ learning needs and progress. Course content, topics, and deadlines may be modified as needed to support student learning. Any changes will be communicated to students and reflected in Canvas.

Important: If substantial changes are made to the syllabus, provide students with an updated version of the syllabus and clearly communicate the changes.

GRADING CRITERIA  
Every syllabus must clearly explain how the final course grade will be calculated. Faculty may use percentages, points, or a combination of both, but the grading method and expectations must be clearly communicated to students.

When completing this section:
· Identify each graded component or assessment category.
· Indicate the percentage or number of points assigned to each category.
· Ensure that the percentages or points accurately reflect the overall grading structure and total 100% of the final grade when using percentages.
· Include the number of assignments, exams, projects, or other assessments when applicable.
· Clearly explain how individual assignments or categories contribute to the final course grade.
· Ensure that the grading information is consistent with the course schedule, assignments, and assessment policies.

Example:
In this course, the final grade will be calculated based on the following categories:

	Criteria
	Percentage

	Attendance and Participation
	25%

	Homework (10)
	25%

	Exams (3)
	25%

	Special Projects (2)
	25%

	Total
	100%



Faculty should replace the example categories and percentages with the grading criteria specific to their course.
GRADING SCALE   
Include the grading scale used for the course. Faculty should review and edit the scale to align with the grading practices and preferred scale of their department, school, or college. Ensure that percentage ranges are accurate, sequential, and do not overlap or leave gaps.
Include a grading rubric, if applicable.

Letter Grade Scale
Provide the percentage range associated with each letter grade. The following scale may be used as a starting point:

	Percentage
	Letter Grade

	94–100%
	A

	90–93%
	A−

	88–89%
	B+

	84–87%
	B

	80–83%
	B−

	78–79%
	C+

	74–77%
	C

	70–73%
	C−

	68–69%
	D+

	64–67%
	D

	Below 64%
	F


Important: The grading scale above should be reviewed and modified as needed to reflect the department, school, or college’s approved grading practices. The original ranges provided contained overlapping ranges for the C and D grades; these have been corrected in the sample scale above.
A+ Grade: Old Dominion University does not award an A+ grade. A is the highest letter grade.
Incomplete Grade (I)
At Old Dominion University, the designation “I” (Incomplete) indicates that assigned work in a course has not been completed. An “I” grade may be assigned only with the instructor’s approval and in exceptional circumstances beyond the student’s control, such as serious illness. Students are responsible for notifying the instructor when such circumstances arise.
An “I” grade must be resolved according to the University’s established deadlines. If the grade is not removed by the last day of classes of the following semester, excluding the examination period, it will become an F. Fall semester “I” grades become “F” grades if not removed by the last day of classes in the spring semester. Spring and summer session “I” grades become “F” grades if not removed by the last day of classes in the fall semester.
An “I” grade may not be changed to a “W” under any circumstances.
Faculty Reminder: Confirm that the grading and incomplete-grade language reflects the most current University policy before publishing the syllabus.  
ATTENDANCE AND STUDENT PARTICIPATION
Instructors should clearly communicate their attendance expectations and explain how attendance and participation will be addressed in the course. The policy should be consistent with University requirements and applicable academic program or departmental policies.
Please include the following:
· Attendance Expectations: State whether attendance is required and define what constitutes attendance for the course, including any expectations for arriving on time and remaining for the duration of class.
· Participation: Explain whether attendance and/or participation contributes to the course grade and how participation will be assessed.
· Absences: Describe how absences will be handled, including whether there are circumstances under which an absence may be excused.
· Notification: Provide instructions for how and when students should notify the instructor about an absence.
· Make-Up Work: Explain whether and under what circumstances students may make up missed assignments, activities, quizzes, exams, or other course requirements.
· Consequences: Clearly state any academic consequences associated with excessive absences, tardiness, or failure to participate.
· Online/Hybrid Courses: For courses with online components, define how attendance or participation will be documented, such as completing online activities, submitting assignments, or participating in scheduled virtual sessions.
Important: Please refer to the Attendance Policy in the Undergraduate and Graduate Catalogs. 
LATE/MAKE-UP WORK
Faculty should clearly outline the course policy for late and make-up work. The policy should establish consistent expectations and provide students with clear guidance regarding when late or make-up work may be permitted.

Please include the following:
· Conditions: Identify the circumstances under which late or make-up work will be accepted. Specify whether extensions are available for all assignments or only under certain circumstances.
· Criteria: Explain any requirements students must meet to receive an extension or complete make-up work, such as advance communication, documentation, or an approved reason.
· Deadlines: Specify the amount of additional time allowed and any revised submission deadlines.
· Grade Impact: Clearly state whether late or make-up work will receive a reduced grade, incur a penalty, or be accepted without penalty when the established criteria are met.
· Exceptions: Identify any assignments or assessments that are not eligible for late or make-up submissions.
· Communication: Explain how and when students should contact the instructor regarding a late submission or make-up request.
Important: Ensure that the policy is specific, transparent, and applied consistently throughout the course. Faculty should clearly communicate expectations so students understand the circumstances under which late or make-up work may be considered.

ACADEMIC INTEGRITY 
The Office of Student Accountability & Academic Integrity (OSAAI) oversees the administration of the student conduct system as outlined in Board of Visitors Policy 1530: Code of Student Conduct. The mission of OSAAI is to assist students in aligning their actions with ODU values, while providing the tools, support, and learning experiences that promote retention, graduation, and lifelong success. Through interactions with students, staff provides a transformational, individualized experience that equips students with the decision-making skills and critical-thinking tools needed to be successful after college. In support of this mission, the office provides education to the University community and serves as a resource for anyone with inquiries related to student accountability.
The Code of Student Conduct applies to all students. Students include all persons enrolled or registered at the University who have not completed a program of study for which they were enrolled; student status continues whether or not the University’s programs are in session. Examples of violations heard under the Code include, but are not limited to, academic integrity, alcohol, drugs, threats of harm, assault, and sexual violence (Title IX).
Title IX of the Education Amendments of 1972 prohibits discrimination based on sex in educational programs and activities. Sexual harassment and sexual violence have been recognized as a form of discrimination in violation of Title IX. For information, counseling, or to file a complaint of discrimination or harassment on the basis of sex, individuals may contact Kate Couch, Title IX Coordinator, located in Spong Hall 1201; (757) 683-3141 or titleixcoordinator@odu.edu. 
AI Use Guidelines and Academic Integrity  
Depending on your course learning outcomes and expectations, consider adopting or modifying one of the following examples listed on: https://www.odu.edu/artificial-intelligence/education-training/guidelines-for-ai. 
Faculty are encouraged to include a statement on their syllabi that communicates the importance of academic integrity and directs students to the University’s expectations for ethical academic conduct.
If additional course-specific academic integrity expectations apply, such as policies regarding collaboration, artificial intelligence, plagiarism, unauthorized assistance, or use of course materials, clearly outline those expectations in this section.
HONOR CODE 
Honor Code, Honor Pledge and Monarch Creed MUST BE INCLUDED in the syllabus. 

The Old Dominion University Honor Council is dedicated to promoting academic integrity among students at the University. They provide important information about what constitutes cheating and plagiarism. The Office of Student Conduct and Academic Integrity manages any reports of academic dishonesty or conduct violations.

Like all universities, Old Dominion University expects students to complete their own work. The University Libraries have developed a checklist to help students avoid plagiarism.

Honor Pledge
I pledge to support the honor system of Old Dominion University. I will refrain from any form of academic dishonesty or deception, such as cheating or plagiarism. I am aware that as a member of the academic community, it is my responsibility to turn in all suspected violations of the Honor Code. I will report to a hearing if summoned.

Honor Code
We, the students of Old Dominion University, aspire to be honest and forthright in our academic endeavors. Therefore, we will practice honesty and integrity and be guided by the tenets of the Monarch Creed. We will meet the challenges to be beyond reproach in our actions and our words. We will conduct ourselves in a manner that commands the dignity and respect that we also give to others.

Monarch Creed
As a member of the Old Dominion University Community, I will:
· Make personal and academic integrity fundamental in all my endeavors.
· Offer service to the University and the community.
· Nurture a climate of care, concern, and civility to others.
· Accept responsibility for all my actions.
· Respect the dignity, rights, and property of all people.
· Commit to the ongoing pursuit of intellectual and personal development.
· Heighten my awareness of individual and cultural similarities and differences.
TITLE IX
If you or someone you know has experienced sexual harassment or misconduct, including sexual assault, dating and domestic violence, stalking, or sexual exploitation, I encourage you to report it to the Title IX Coordinator at www.odu.edu/equity/complaints, titleixcoordinator@odu.edu, or 757-683-3142. Title IX will provide support, connections to resources, and your options for investigation, informal resolution, or neither. Most faculty and staff are “Responsible Employees” and are required to report sexual harassment or misconduct, so I cannot keep information you report to me confidential. Please contact Counseling Services, Student Health Services, the Advocate in the Women and Gender Equity Center, or the YWCA of South Hampton Roads to speak with a confidential resource.
EDUCATIONAL ACCESSIBILITY AND ACCOMMODATIONS  (REQUIRED)
Include the University-approved Accessibility and Accommodations statement in the syllabus to ensure students are aware of available support and the process for requesting reasonable accommodations.

Faculty should:
· Retain the introductory University statement regarding Old Dominion University’s commitment to equal access for qualified students with disabilities under the Americans with Disabilities Act.
· Select ONE of the two approved options provided in the syllabus template. Do not combine or modify the two options.
· Option 1 emphasizes collaboration between the student, instructor, and Office of Educational Accessibility (OEA) when accommodations are needed.
· Option 2 emphasizes the student’s responsibility to provide an OEA Accommodation Letter to the instructor each semester before accommodations can be implemented.
· Retain the OEA contact information, including the office location, telephone number, and website.
· Do not remove, substantially revise, or replace the approved language unless the appropriate University office has authorized changes.
· Ensure the section appears in the syllabus as provided and that the OEA website link is active and accessible to students.

Required: Faculty must include one of the below approved options in every course syllabus.

Option 1: 
Old Dominion University is committed to ensuring equal access to all qualified students with disabilities in accordance with the Americans with Disabilities Act. The Office of Educational Accessibility (OEA) is the campus office that works with students who have disabilities to provide and/or arrange reasonable accommodations.
If you experience a disability that will impact your ability to access any aspect of my class, please present me with an accommodation letter from OEA so that we can work together to ensure that appropriate accommodations are available.
If you feel that you will experience barriers to your ability to learn and/or test in my class but do not have an accommodation letter, please consider scheduling an appointment with OEA to determine if academic accommodations are necessary.
The Office of Educational Accessibility is located at 1021 Student Success Center, and its phone number is (757) 683-4655. Additional information is available on the OEA website.


Option 2: 
Old Dominion University is committed to ensuring equal access to all qualified students with disabilities in accordance with the Americans with Disabilities Act. The Office of Educational Accessibility (OEA) is the campus office that works with students who have disabilities to provide and/or arrange reasonable accommodations.
Students are encouraged to self-disclose disabilities that the Office of Educational Accessibility has verified by providing Accommodation Letters to their instructors early in the semester in order to start receiving accommodations. Accommodations will not be made until the Accommodation Letters are provided to instructors each semester. 

The Office of Educational Accessibility is located at 1021 Student Success Center, and its phone number is (757) 683-4655. Additional information is available on the OEA website.


COUNSELING SERVICES
Old Dominion University is committed to advancing the mental health and well-being of its students and recognizes that, at times, personal stressors can interfere with academic performance and daily life. The Office of Counseling Services supports students’ mental and emotional well-being by providing confidential virtual and in-person individual and group counseling, crisis intervention, and referral services at no cost. Schedule a same-day/next-day appointment at Make a Counseling Appointment. Counseling Services is located in the Student Recreation and Well-being Center.  

If there is ever an immediate concern for your safety or the safety of another individual, please call 911. In case of a mental health emergency (e.g., thoughts or plans to kill yourself, thoughts of seriously harming others, recent sexual assault). Crisis services are available 24/7 by calling 757- 683-4401 and pressing Option 2 to speak to a crisis counselor. You may also call the Suicide & Crisis Lifeline (988) and/or utilize the Crisis Text Line (text “HOME” to 741741). 

UNIVERSITY EMAIL POLICY  
It is recommended that the syllabus include a statement about how student email will be answered. Faculty are only required to respond to student email coming from the official ODU system. It is generally assumed that faculty will answer student email within 24 hours of receiving it. You may explain other schedules for answering email on weekends, for example, or when you are away from the University in your email statement. 
Old Dominion University’s email system is the official electronic mail system for distributing course-related communications, policies, announcements, and other information. In addition, the University email user ID and password are required for authentication and access to many electronic resources (online courses, faculty webpages, etc.). 

Message content is the sole responsibility of the individual sending the message, and users must adhere to University Policy 3500: Use of Computing Resources, and Information Technology Standard 09.1.0, Acceptable Use Standard. Users are also encouraged to practice generally accepted online etiquette. Instructors retain the discretion of establishing class expectations for email and other electronic messaging communication as a part of the course requirements. Alternative messaging services should be arranged in cases where users’ access to information technology resources is limited or unavailable.     

For more information about email and communication policies, see:  
· University Policy 3506: Electronic Mail for Official University Business
· University Policy 3507: 3507: Information Technology Accessibility Policy
· Information Technology Standard 04.2.0 - Account Management Standard
· Information Technology Standard 11.2.0 - Student Email Standard

WITHDRAWAL  
 A course syllabus represents an agreement between the student and the course instructor regarding course requirements. A syllabus statement about withdrawal could read: “Enrollment in this course indicates your acceptance of its teaching focus, requirements, and policies. Please review the syllabus and the course requirements as soon as possible. If you feel that the nature of this course does not meet your interests, needs or expectations, if you are not prepared for the amount of work involved – or if you anticipate that the class meetings, assignment deadlines or adherence to course policies will be an unacceptable hardship for you – you should drop the course by the drop/add deadline, which is listed in the Old Dominion University Academic Calender.”  




