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Suggested syllabus policies/statements  

This information is especially helpful for online and/or hybrid courses. 

Communication - How & when students can contact the professor, an expected response time to 

emails (within X hours/days), expected turnaround time on grades (within X days), Netiquette 

  

Example: All class communications and interactions with other students and the 

professor should follow common social standards for respect and courtesy; rude, abusive, or 

discriminatory language will not be tolerated. I will communicate with students using Compass 

and your Illinois email account; please check both regularly. I will respond to student emails 

within 24 hours Monday – Friday, and within 48 hours on the weekends. Students can expect 

graded work to be returned within 10 days. Email is the best way to reach me, but I am also 

available via phone and Zoom (during office hours or a 1:1 meeting scheduled in advance).  

 

Course logistics – how the course operates (runs Monday – Sunday, with deadlines on Sunday at 

11:59pm CST for example). Remember to include time zones for those who are not on campus 

or in the Central time zone. Also provide information on how to get started in the course. 

  

Example: This class is completely online and utilizes Compass. The course is divided by 

week and there are assignments and activities to be completed each week, including readings, 

watching/listening to lectures, quizzes, videos, discussion of readings & topics, student 

presentation, & written reflection assignments. The class is designed to be interactive and your 

participation is required. Each new week begins on Monday and ends at 11:59pm CST on 

Sunday. Please begin by visiting the “Getting Started” link on Compass.  

 

Detailed course calendar – This is especially important for hybrid courses indicating when 

there are synchronous (or F2F) sessions and who should attend. This can serve as an overview of 

the course, highlighting the key topics, readings, and assignments required.  

 

Guidelines for participation in synchronous online sessions – whether or not they need to 

have their webcam on the whole time, whether to ask questions verbally or in the chat feature, 

consider where you are joining from (background, dress, home vs. car), etc. 

 

Example: During our synchronous sessions, I encourage you to use your webcam so we 

can see your face and connect with one another. When you turn your camera on, please be 

conscious of your background and what we can see in the room. Please do not join our live 

sessions while driving, working, or completing any other activity. If you have a question, you can 

use the chat feature to type your question or ask it verbally during the discussion. When you are 

not speaking, please keep your microphone on mute in order to minimize background noise and 

distractions.  
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Academic Misconduct/Integrity – In addition to the required Academic Integrity statement, 

you may want to consider including a statement that includes the type of behaviors more 

common in online courses (e.g., downloading, saving, copying exams/quizzes, uploading course 

materials to a study site) and a statement that no course materials (e.g., videos, lectures, notes) 

should be shared outside of the course. 

 

Example: Please note that all course materials are protected by copyright and are 

considered intellectual property. Course materials should only be used for this course and 

should not be shared with anyone not in the course, including uploading to a study site, social 

media, or other online sharing mechanism.   

 

Required Technology Skills & Equipment – What students need to have and need to be able to 

do to be successful in the course (any software, webcam & microphone, etc.) 

 

Example: Successful completion of this course requires consistent access to a reliable 

computer with an updated operating system, a stable high-speed internet connection, and a 

supported web browser (e.g., Firefox, Google Chrome, Safari). In addition to Compass, you also 

must have and be proficient with Microsoft Office and Zoom. You will need a webcam and 

microphone for our synchronous sessions; you may find that a headset is helpful.  

 

Technology Support – where to access help with technology or completing the course. Here are 

a few suggestions; include others as appropriate for your course 

 

Technology Services: https://answers.uillinois.edu/illinois/  

Compass Help: https://techservices.illinois.edu/services/illinois-compass-2g/illinois-

compass-2g-training-resources-students 

Zoom Help: https://illinois.zoom.us/ & https://support.zoom.us/hc/en-us  

 

Respect for diversity / inclusive learning environment statement - a statement that includes 

declaration of an inclusive learning environment wherein all are expected to positively contribute 

to a safe learning community; no offensive or harmful speech (racism, sexism, homophobia, 

transphobia, etc.) will be tolerated. 

  

Example from HDFS: The Department of Human Development and Family Studies 

supports the commitment of Inclusive Illinois "to cultivating a community at Illinois where 

everyone is welcomed, celebrated, and respected"  (http://www.inclusiveillinois.illinois.edu/mission.html). 

We are firmly committed to diversity and equality in all areas of campus life. We believe all 

members of our community are valued and bring important life experiences, values, and 

expectations that enrich our learning environment and campus as a whole. To foster a 

supportive and appreciative environment, students are encouraged to participate in discussion 

with their classmates who may represent a diversity of individual beliefs, backgrounds, and 

experiences. We each have the right to be heard and understood, and therefore also have a 

responsibility to listen and attempt to understand. Statements and questions should be shared 

respectfully. In an authentic and honest discussion, people might make mistakes, and when this 

inevitably occurs, we will pursue mutual understanding. 

 

https://answers.uillinois.edu/illinois/
https://techservices.illinois.edu/services/illinois-compass-2g/illinois-compass-2g-training-resources-students
https://techservices.illinois.edu/services/illinois-compass-2g/illinois-compass-2g-training-resources-students
https://illinois.zoom.us/
https://support.zoom.us/hc/en-us
http://www.inclusiveillinois.illinois.edu/mission.html
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Mental health/wellness and other student resources – provide links on LMS and syllabus for 

the University of Illinois Counseling Center (https://www.counselingcenter.illinois.edu/), 

Student Assistance Center (https://odos.illinois.edu/community-of-care/student-assistance-

center/), and general Student Resources (https://illinois.edu/students/).  

Example: The UIUC Counseling Center provides free confidential counseling services. 

Call (217) 333-3704 for a regular appointment or https://www.counselingcenter.illinois.edu/. In 

a crisis situation, call (217) 333-3704 during business hours and (217) 359-4141 after 5 pm and 

on weekends. You may also wish to consult the Student Assistance Center 

(https://odos.illinois.edu/community-of-care/student-assistance-center/). If you are having 

difficulty with course material, please see me during office hours or schedule an appointment. I 

cannot help if I don’t know there is a problem -- don’t suffer in silence. You may also wish to 

consult https://illinois.edu/students/ to view many more resources available to Illinois students.  

 

Tips for success in the course – your suggestions for students to do well in the course. For 

example, participation/attendance recommendations and options, login frequently to the LMS, 

stay up-to-date with readings and assignments, reach out to peers and/or the instructor if they 

need assistance or are struggling with content or assignments  

  

Example: You will find that being organized and having good time-management skills will 

help with online courses. Here are some tips to help you succeed in this course: 

• Log onto the class Compass site at least 2-3 times a week. 

• Course announcements are automatically sent to your Illinois email. Be sure to check 

your Illinois email daily. Set your email to come to your phone for easy access.  

• Be realistic about the amount of time required to complete the weekly activities and 

assignments. Plan to spend XX-XX hours per week on coursework. 

• Schedule a class day/time just as if you were attending class on campus. Set aside times 

that work best for you and stick with your schedule. 

• Complete all assignments a day or two before the due date so you have time to review 

them and make any necessary corrections or edits. The old saying, “don’t put off to 

tomorrow what you can do today” applies here. Things will come up when you least 

expect them—try to be proactive when it comes to your learning in this course.  

• Use your peers as resources. Set up an online study group or an email or text chain with 

other students in the course.  

• If you have any questions about the course material or assignments, please contact the 

instructor. In an online asynchronous course, your instructor will not see you face-to-

face each week to assure that you understand the material; you must reach out if you are 

confused or have a question.  

 

Required statements for College of ACES syllabi – found at 

https://academics.aces.illinois.edu/faculty-and-staff/required-syllabi-statements, which include 

statements about academic integrity, students with disabilities, emergency response 

recommendations, FERPA, sexual misconduct policy and reporting.   

https://www.counselingcenter.illinois.edu/
https://odos.illinois.edu/community-of-care/student-assistance-center/
https://odos.illinois.edu/community-of-care/student-assistance-center/
https://illinois.edu/students/
https://www.counselingcenter.illinois.edu/
https://odos.illinois.edu/community-of-care/student-assistance-center/
https://illinois.edu/students/
https://academics.aces.illinois.edu/faculty-and-staff/required-syllabi-statements

