Texas A&M University 
Minimum Syllabus Requirements

The Texas A&M University Faculty Senate is responsible for “performing due diligence in creating or amending courses and programs according to the standards set by the institution, the system, the state, the regional accrediting body, other accrediting agencies, when relevant; and the federal government” (TAMU SAP 11.99.99.M0.01, Section 5.4.3). In this role, the Faculty Senate directs the Undergraduate Curriculum Committee (UCC) and Graduate Council (GC) to monitor curricular proposals for consistency in adhering to minimum syllabus requirements (TAMU SAP 11.99.99.M0.01, Section 5.3.4). 

This document describes the university standard for minimum syllabus requirements. Texas A&M University faculty members are expected to adhere to these standards when creating syllabi for their courses. In addition, the UCC / GC will approve a syllabus attached to a Curricular Approval Request System (CARS) curricular request if the syllabus meets the minimum syllabus requirements outlined below. Similarly, the Core Curriculum Committee and W & C Course Advisory Committee will expect that syllabi accompanying requests for CORE, ICD, CD, W, and/or C approval will meet the requirements outlined in this document. 

Public Posting of Syllabus to Howdy

The State of Texas requires that all instructors of undergraduate courses post the course syllabus online no later than 1 week after the first class day (see House Bill 2504 and Texas Education Code 51.974). Faculty must post the syllabus for their undergraduate courses in the Howdy web portal (see complete and easy-to-follow instructions for uploading the course syllabus). 

Electronic Syllabus Accessibility

Texas A&M University is committed to providing equitable access to learning opportunities for all students. This includes access to electronic and information resources. Faculty members are responsible for ensuring their electronic syllabus meets accessible document standards. (See TAMU SAP 29.01.04.M0.02.)

“Accessible documents enable assistive technology software such as screen readers and magnifiers to be more effective. Ensuring that your documents are made in an accessible manner provides everyone with an equal opportunity to access information.” (See Creating Documents on the Division of Information Technology, IT Accessibility website.)

Faculty should implement the following guidelines to make their electronic course syllabus accessible. 

	
	Heading Structure
· Structure syllabus content in a hierarchical manner by using headings. Do not simply change the font size and style. Instead, use the “heading style” feature of your word processer to add headings to your document (c.f., “Add a Heading,” Microsoft Office Support website). 
· Use “Heading 1” as the page title or the main content heading. In general, you should only have a single “Heading 1” in a document. 
· Use “Heading 2” as a major section heading. Use “Heading 3” as a sub heading within “Heading 2” and so on for each subsequent sub level. 
· Do not skip heading levels. You should not go from “Heading 3” to “Heading 5.”

	
	Alternative Text for Images
· Add alternative text for all images contained in the syllabus document. 
· Use a succinct, accurate, and equivalent description of the image content or function. 

	
	Hyperlinks
· Add descriptive link text that does not rely on the surrounding text.
· Keep the number of words in the link text to a minimum.
· Display the hyperlink as underlined text that stands out from the surrounding text. 
· Avoid using link text that is ambiguous or dependent upon context (e.g., “click here”). 

	
	Bullet and Numbered Lists
· Use the list or numbered item feature of your word processor when creating lists rather than formatting the list only with tabs and indents. 
· Use numbered lists for a set of items presented in a sequence. 
· Use bullet lists for a set of items that do not require a sequence. 



Many word processing applications have accessibility checkers similar to spelling checkers. Consider using an accessibility checker to ensure your syllabus is accessible. (See “Microsoft Word: Creating Accessible Documents,” Web Accessibility in Mind website.)

Creating Accessible Microsoft Word Documents

The Accessible Electronic Document Community of Practice (AED CoP) provides a training video series for how to ensure your Microsoft Word document is accessible. The series includes 14 modules and requires about 1.25 hours to complete. (See “How to Make an Accessible Document in Microsoft Word,” Section508.gov website.) 

Creating Accessible Adobe Acrobat (PDF) Documents

Faculty can generate accessible PDFs from accessible Microsoft Word documents by enabling the “Document structure tags for accessibility” option when saving the file as a PDF. (See “Create Accessible PDFs,” Microsoft Office Support website and “PDF Accessibility,” Web Accessibility in Mind website.) 

Course Information

A major purpose of the course syllabus is to inform students about the course, the expected deliverables, and associated grading requirements. This section outlines what information about the course must be included in each course syllabus. 

	
	Catalog, Schedule, and Credit Hours
· Include course number, course title (must match Catalog), term (e.g., Spring 20##), meeting times, and meeting location. 
· Include the number of credit hours if the course is a variable credit hour course. 

	
	Instructor Details
· Include name, office telephone, email, office hours, and office location.

	
	Course Description
· Provide a course description that closely follows the catalog description for the course. 

	
	Course Prerequisites
· Include a list of course prerequisites (must match Catalog). If no prerequisites, state “None.”

	
	Special Course Designation
· Specify if the course has one (or more) of the following special course designations: core curriculum (CORE), international and cultural diversity (ICD), cultural discourse (CD), writing intensive (W), communication intensive (C), cross-listed, or stacked.
· Include other information as required for the special course designation (e.g., a W course syllabus must specify the student must pass the writing components to earn a grade in the course, a CORE course must include information about the foundational component area to which it belongs, a stacked course must clearly indicate additional work for graduate students, etc.)

	
	Learning Outcomes
· List one or more learning outcomes for the course.
A learning outcome is a statement regarding what the student will know or be able to do upon successfully completing the course. It must be both observable and measurable. The outcomes may include competencies developed in the course. Additional assistance with learning outcomes is available through the Center for Teaching Excellence and the Office of Institutional Assessment.

	
	Textbook and/or Resource Materials
· Specify the textbook and other resource materials that are required, recommended, and/or optional for the course. If no textbook or other resource materials, state “None.”
The syllabus should not promote any one vendor of course materials to the students. Instead, the syllabus should encourage students to acquire the “required and recommended” course material from vendors that provide the best value and amenities for their selection.

	
	Grading Policy
· Define a grading scale for the assignment of a letter grade (A through F) or the criteria for assigning S/U grades as appropriate.
· Describe the graded items for the course. 
· Indicate weights as applicable for grade items included in calculating the course grade (e.g., exams, laboratory assignments, field student work, projects, papers, homework, class attendance, participation, and other graded activities).
Graded Class Participation – If class participation constitutes more than 10% of grade, the syllabus should explicitly define and outline how the participation grade is determined based on a well-defined rubric (see Student Rule 10). 
Graded Attendance – If attendance is a graded item, the syllabus should state how the faculty member will collect and evaluate attendance. 
Grades for Stacked Course – If the course is a stacked course that uses a single, combined syllabus for the undergraduate and graduate courses, the syllabus must clearly specify additional work required for graduate students. (See Policy for Stacked Courses.)
Grading Policy Changes – Faculty must provide grading policies to students by the first class period. As such, faculty cannot change the course grading policy after the second class session. (See Student Rule 10.) 

	
	Late Work Policy
· Indicate whether or not the faculty member will accept late work. 
· Identify any associated penalty if the faculty member accepts late work for evaluation. 
· The late work policy should define what constitutes late work (e.g., submitting a deliverable after the established deadline). 

Work submitted by a student as makeup work for an excused absence is not considered late work and is exempted from the late work policy (Student Rule 7). 

	
	Course Schedule
· Include a list of topics, calendar of activities, major assignment dates, and exam dates. 
The course schedule must include lab hours in the calendar of activities. The course schedule must include dates of major exams and assignments. Dates for exams and assignments should not be changed without written notification to all students in the course (notice via email or learning management system is acceptable). 
Traditionally Delivered Course – The calendar must include the number of weeks that correspond to the traditionally delivered course semester (e.g., Fall/Spring = 15 weeks; Summer = 5 or 10 weeks as appropriate).
Non-Traditionally Delivered Course – The weeks on the calendar of activities for a non-traditional syllabus will vary according to need. Faculty members in departmental units will determine whether the contact hours for a non-traditional course are appropriate for and equivalent to a traditional course. (See University Rule 11.03.99.M1.)

	
	Optional Course Information Items
Consider adding the following additional information items to the course syllabus when appropriate. 
· Technology Support – Provide appropriate technical support information to inform students who to contact if they encounter technical difficulties (e.g., direct technical questions to the course teaching assistant; contact the vendor; etc.). Technical support information should include information such as who to contact, how to contact that resource, hours of availability, etc. 
· Learning Resources – Provide information regarding available learning resources such as supplemental instruction or tutoring when appropriate (e.g., information about the University Writing Center for a W/C designated course or related LinkedIn Learning modules appropriate for the course topic). The Study Hub website lists many on-campus learning resources to support students in achieving academic excellence. 


University Policies

Another major purpose of the course syllabus is to inform students about university policies related to coursework. This section outlines the university level policies that must be included in each course syllabus. The wording of these policies is established by the Faculty Senate. 

NOTE: Faculty members should not change the written statements. A faculty member may add separate paragraphs if additional information is needed. 

	
	Attendance Policy
The university views class attendance and participation as an individual student responsibility. Students are expected to attend class and to complete all assignments. 
Please refer to Student Rule 7 in its entirety for information about excused absences, including definitions, and related documentation and timelines. 

	
	Makeup Work Policy
Students will be excused from attending class on the day of a graded activity or when attendance contributes to a student’s grade, for the reasons stated in Student Rule 7, or other reason deemed appropriate by the instructor. 
Please refer to Student Rule 7 in its entirety for information about makeup work, including definitions, and related documentation and timelines.
Absences related to Title IX of the Education Amendments of 1972 may necessitate a period of more than 30 days for make-up work, and the timeframe for make-up work should be agreed upon by the student and instructor” (Student Rule 7, Section 7.4.1).
“The instructor is under no obligation to provide an opportunity for the student to make up work missed because of an unexcused absence” (Student Rule 7, Section 7.4.2).
Students who request an excused absence are expected to uphold the Aggie Honor Code and Student Conduct Code. (See Student Rule 24.) 

	
	Academic Integrity Statement and Policy
“An Aggie does not lie, cheat or steal, or tolerate those who do.”
“Texas A&M University students are responsible for authenticating all work submitted to an instructor. If asked, students must be able to produce proof that the item submitted is indeed the work of that student. Students must keep appropriate records at all times. The inability to authenticate one’s work, should the instructor request it, may be sufficient grounds to initiate an academic misconduct case” (Section 20.1.2.3, Student Rule 20).
You can learn more about the Aggie Honor System Office Rules and Procedures, academic integrity, and your rights and responsibilities at https://aggiehonor.tamu.edu.

Texas A&M at College Station
You can learn more about the Aggie Honor System Office Rules and Procedures, academic integrity, and your rights and responsibilities at aggiehonor.tamu.edu.

Texas A&M at Galveston
You can learn more about the Honor Council Rules and Procedures as well as your rights and responsibilities at .

Texas A&M at Qatar
You can learn more about academic integrity and your rights and responsibilities at Texas A&M University at Qatar by visiting the Aggie Honor System website.  

NOTE: Faculty should use Academic Integrity Statement and Policy most appropriate to their campus.

	
	Notice of Nondiscrimination 
Texas A&M University is committed to providing safe and non-discriminatory learning, living, and work environments for all members of the University community. The University provides equal opportunity to all employees, students, applicants for employment or admission, and the public regardless of race, color, sex (including pregnancy and related conditions), religion, national origin, age, disability, genetic information, or veteran status. Texas A&M University will promptly, thoroughly, and fairly investigate and resolve all complaints of discrimination, harassment (including sexual harassment), complicity and related retaliation based on a protected class in accordance with System Regulation 08.01.01, University Rule 08.01.01.M1, Standard Administrative Procedure (SAP) 08.01.01.M1.01, and applicable federal and state laws. In accordance with Title IX and its implementing regulations, Texas A&M does not discriminate on the basis of sex in any educational program or activity, including admissions and employment. The following person has been designated to handle inquiries and complaints regarding the non-discrimination policies: Jennifer M. Smith, TAMU Associate VP & Title IX Coordinator at YMCA Ste 108, College Station, TX 77843, 979-458-8407, or email civilrights@tamu.edu. For other reporting options, visit https://ocrcas.ed.gov/contact-ocr to locate the address and phone number of the office that serves your area, or call 1-800-421-3481.

	
	Americans with Disabilities Act (ADA) Policy 
[bookmark: _Hlk180747228]Texas A&M University is committed to providing equitable access to learning opportunities for all students. If you experience barriers to your education due to a disability or think you may have a disability, please contact the Disability Resources office on your campus (resources listed below) Disabilities may include, but are not limited to attentional, learning, mental health, sensory, physical, or chronic health conditions. All students are encouraged to discuss their disability related needs with Disability Resources and their instructors as soon as possible.

To request academic accommodations, contact the designated ADA office based on your location: 
· Texas A&M University, College of Nursing, College of Dentistry, Irma Lerma Rangel College of Pharmacy College Station, College of Medicine, School of Public Health, Institute of Biosciences and Technology, EnMed Program, Bush School in Washington DC, Mays Business School – CityCentre, TAMU Engineering Academies, Texas A&M University Higher Education Center at McAllen  and Texas A&M University at Galveston should contact Disability Resources at (979) 845-1637 or disability@tamu.edu. 
· Texas A&M University School of Law should contact the Office of Student Affairs at (817) 212-4111 or law-disability@law.tamu.edu to request accommodations. 
· Irma Lerma Rangel College of Pharmacy in Kingsville should contact the Disability Resource Center at Texas A&M University - Kingsville at (361) 593-3024 or drc.center@tamuk.edu to request accommodations.
· Texas A&M University College of Veterinary Medicine & Biomedical Sciences in Canyon should contact the Office of Student Accessibility at West Texas A&M University – Canyon at (806) 651-2335 or osa@wtamu.edu.
· Texas A&M University at Qatar (TAMUQ) should contact the campus psychologist, Dr. Steve Wilson +974-4423-0047 or stephen.wilson@qatar.tamu.edu. 

If you are experiencing difficulties with your approved accommodations, contact the office responsible for approving your accommodations or the Texas A&M ADA Coordinator Julie Kuder at ADA.Coordinator@tamu.edu or (979) 458-8407. 

	
	Pregnancy Accommodations
Texas A&M provides reasonable accommodations to students due to pregnancy and/or related conditions, such as childbirth, recovery and lactation.  Students should contact the University’s Pregnancy Coordinator as soon as they become aware of the need for accommodation.  Depending on the circumstances, accommodations could include extended time to complete assignments or exams, changes in course sequence, or modifications to the physical classroom environment.  Texas A&M will also allow a voluntary leave of absence, ensure the availability of lactation space, and maintain grievance procedures to provide for the prompt and equitable resolution of complaints of sex discrimination.   For information regarding pregnancy accommodations, email TIX.Pregnancy@tamu.edu. 

	
	Statement on Mental Health and Wellness 
Texas A&M University recognizes that mental health and wellness are critical factors influencing a student’s academic success and overall wellbeing. Students are encouraged to engage in healthy self-care practices by utilizing the resources and services available through University Health Services on its mental health webpage. The TELUS Health Student Support app provides access to professional counseling in multiple languages anytime, anywhere by phone or chat, and the 988 Suicide & Crisis Lifeline offers 24-hour emergency support at 988 or 988lifeline.org.
Texas A&M College Station
Students needing a listening ear can contact University Health Services (979.458.4584) 24-hour emergency help is also available through the 988 Suicide & Crisis Lifeline (988) or at 988lifeline.org.
Texas A&M at Galveston
Students who need someone to talk to can call (409) 740-4736 from 8:00 a.m. to 5:00 p.m. weekdays or visit tamug.edu/counsel for more information. For 24-hour emergency assistance during nights and weekends, contact the TAMUG Police Dept at (409) 740-4545. 24-hour emergency help is also available through the 988 Suicide & Crisis Lifeline (988) or at 988lifeline.org.

Texas A&M at Qatar
Texas A&M University at Qatar students wishing to discuss concerns in a confidential setting are encouraged to visit the Health and Wellness website for more information. 


	
	Statement on the Family Educational Rights and Privacy Act (FERPA)
FERPA is a federal law designed to protect the privacy of educational records by limiting access to these records, to establish the right of students to inspect and review their educational records and to provide guidelines for the correction of inaccurate and misleading data through informal and formal hearings. Currently enrolled students wishing to withhold any or all directory information items may do so by going to howdy.tamu.edu and clicking on the "Directory Hold Information" link in the Student Records channel on the MyRecord tab. The complete FERPA Notice to Students and the student records policy is available on the Office of the Registrar webpage. 
Items that can never be identified as public information are a student’s social security number, citizenship, gender, grades, GPR or class schedule. All efforts will be made in this class to protect your privacy and to ensure confidential treatment of information associated with or generated by your participation in the class.
Directory items include name, UIN, local address, permanent address, email address, local telephone number, permanent telephone number, dates of attendance, program of study (college, major, campus), classification, previous institutions attended, degrees honors and awards received, participation in officially recognized activities and sports, medical residence location and medical residence specialization.



Campus Specific Policies

College and departmental units may establish their own policies and minimum syllabus requirements. As long as these policies and requirements do not contradict the university level requirements, colleges and departments can add them in this section.

College and Department Specific Policies

College and departmental units may establish their own policies and minimum syllabus requirements. As long as these policies and requirements do not contradict the university level requirements, colleges and departments can add them in this section.

Helpful Links for Syllabus Construction

	· Academic Calendar
	· Office for Academic Innovation

	· Center for Teaching Excellence
	· Online Course Catalog

	· Checklist of C Course Requirements
	· Religious Observances

	· Checklist of W Course Requirements
	· Student Rules

	· Faculty E-Handbook
	· University Rule 11.03.99.M1

	· Final Exam Schedule
	· Zoom
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