Guidelines for Creating a Syllabus with the LSSU Syllabus Template

The LSSU Syllabus Template has been revised, and is required for all syllabi from fall 2026 onward.

For all your course syllabi, please include the required sections in the same order that they appear on the most current syllabus template. (This will ensure that all sections are easy for students and accreditation reviewers to locate). The template provides some verbatim content for several required sections, along with additional sections of suggested content you can adjust and edit to fit your needs. 

The following notes provide information on each required section:

1. Header and Footer: (Required). Double click in the header/footer to edit those sections. Complete the information as noted in the template. 

2. Prerequisites: (Required). Enter the prerequisites for your course here.

3. Instructor(s): (Required). Enter the name, office number, phone number, and email address for each instructor.  

4. Office Hours: (Required). Enter the office hours for each instructor. 

5. Required Text(s): (Required). Enter the required text(s) for the course. 

6. Recommended Text(s): If needed, enter any recommended and optional text(s) for the course.

7. Course Description: (Required). Insert the curriculum committee approved course description as it is listed in the current university catalog. 

8. Course Learning Outcomes: (Required). Make sure this section heading reads “Course Learning Outcomes.” Insert your course-level student learning outcome statements in this section. Course learning outcomes listed in your syllabus must be those approved by the Curriculum Committee or those that were approved through School/Dean continuous improvement processes. If they do not, please notify your dean of any discrepancy. Note that all outcomes must be clearly stated to indicate how specific elements of student learning will be measured through your course assessments. The verbs listed on the syllabus template (1 – 5) are recommended as being measureable through assessment. (Verbs like: Understand, Review, Maintain, Become familiar with, etc., are not clearly measurable).  

At the conclusion of course ABCD101, a student will be able to:
1. Create …
2. List …
3. Describe …
4. Analyze…
5. Synthesize …

An additional resource with examples of measurable learning outcomes can be accessed at WRITING-MEASURABLE-LEARNING-OUTCOME-STATEMENTS.pdf (lssu.edu)

9. General Education Outcomes: (Required, if course has a General Education outcome connected).
All courses designated to meet a general education requirement must also include the appropriate General Education learning outcome statement on your syllabus (in addition to the course’s own subject-specific learning outcomes). The outcome statements for each General Education category are provided below, and you can copy the appropriate outcome for your course directly to your syllabus. If your course is not a General Education Course, please delete this entire section from your syllabus. 

Communication Outcome
	Analyze, develop, and produce rhetorically complex texts. Communicate competently in a variety of contexts
Humanities Outcome
	Analyze, evaluate, and explain human aesthetics and its historical development 
Diversity Outcome
	View the world from cultural perspectives other than their own
Natural Science Outcome
	Incorporate empirical evidence in the analysis of the causes and consequences of natural phenomena 
Social Science Outcome
Think critically and analytically about the causes and consequences of human behavior 
Mathematics Outcome
	Analyze situations symbolically and quantitatively in order to make decisions and solve problems 

10. Institutional Learning Outcomes: (Required). In compliance with recent HLC accreditation guidelines for multi-level assessment, LSSU course syllabi include one or more Institutional Learning Outcomes. Choose one or more of the outcomes listed in the syllabus template to include and assess in your course. Delete ILOs that will not apply to your course.

11. Course Weights or Point Values: (Required).
Provide summary information about the distribution of points that will be attributed to each major category of grading (tests, quizzes, final exam, labs, etc.), or how evidence of student achievement and learning will be weighted or averaged in determining the course grade.

12. Grading Scale: (Required).
Provide the grading scale used for your course. The template offers a possible example you may choose to use

13. [bookmark: _GoBack]Course Policies: (Required: policies 1 - 5). 
Policy one covers attendance and excused absences. Clearly explain your policy for attendance and describe how you will handle student absences not approved by LSSU. The first paragraph of this section can be adjusted to suit your needs. The second paragraph must match the content in the template.  

Policy two is to describe what qualifies as cheating or plagiarism, including unauthorized use of AI in your course. The language provided in the syllabus template is to be included to cover LSSU’s institutional policy. You may choose to link to the institutional policy: Academic Integrity. You or your School/College may have additional procedures and policies you should include.  

Policy 3 is the LSSU final exam policy. Include date of your final exam here, if possible. 

Policy 4 is for you to communicate your AI policy/expectations to your students. Please see suggested guidance in a separate section below.

Policy 5 is for you to set your Snow Day/University Closure Policy. Please see suggested guidance in a separate section below.

Policies 6 and 7 are recommended, but you may choose to include or delete these. 

Additional policies: Add any additional policy for your class. 

14. University Policies and Statements: (Required)
Leave this section as written (preferred) – or provide a link to the policy section of the provost web site: https://www.lssu.edu/provost/faculty-resources/ The Medically Excused Absence Approval and Academic Success Center sections have been updated for 2025-2026.

15. Tentative Course Outline: (Required)
Include a listing of the tentative topics that will be covered in the course.


Artificial Intelligence (AI) Use Policy

The use of artificial intelligence (AI) tools in coursework is determined by the course instructor and must be clearly communicated in the syllabus. Instructors may choose to prohibit AI use, allow limited use for specific tasks, or permit broader use when it supports course learning outcomes. Whatever the policy, it should be clearly stated that unauthorized use of AI tools or failure to comply with course/assignment-specific AI guidelines may be considered a violation of academic integrity standards. Please encourage students to consult the instructor if they have questions regarding acceptable AI use in the course. 

Sample Syllabus Statements: These can be adapted as needed to align with individual course policies

Example 1: Open AI Use Permitted

Artificial Intelligence (AI) Use Policy – Open Use
The use of artificial intelligence (AI) tools is permitted in this course. Students may use AI applications (e.g., ChatGPT, Copilot, Gemini, Claude, or similar tools) to support learning, generate ideas, conduct preliminary research, review concepts, improve organization, and assist with drafting assignments. AI-generated text, problem solutions, coding, or analysis may not be submitted as original work unless specifically authorized by the instructor. Students remain fully responsible for the accuracy, quality, and originality of all submitted work. Any substantive use of AI should be acknowledged according to course instructor guidelines. Students should view AI as a learning aid rather than a substitute for critical thinking, analysis, or mastery of course content.

Example 2: Limited AI Use Permitted

Artificial Intelligence (AI) Use Policy – Limited Use
Limited use of artificial intelligence (AI) tools is permitted in this course. Students may use AI for activities such as brainstorming ideas, generating outlines, reviewing grammar and mechanics, summarizing readings for study purposes, or obtaining explanations of course concepts. However, AI-generated text, problem solutions, coding, or analysis may not be submitted as original work unless specifically authorized by the instructor. Assignments should reflect the student’s own understanding, reasoning, and communication. Students may be required to disclose how AI tools were used in completing coursework. Unauthorized uses beyond those described in this policy will be treated as violations of academic integrity standards.

Example 3: No AI Use Permitted

Artificial Intelligence (AI) Use Policy – No Use
The use of artificial intelligence (AI) tools is not permitted in this course unless explicitly authorized by the instructor for a specific activity. All assignments, projects, examinations, discussions, and written work must be completed solely through the student’s own efforts. The use of AI-generated content, including text, images, code, problem solutions, summaries, translations, or other materials, constitutes unauthorized assistance. Students who use AI tools in violation of this policy will be subject to academic integrity procedures and disciplinary action in accordance with University policies. If students are uncertain whether a particular tool or activity is permitted, they should consult the instructor before using it.

Snow Day and University Closure Guidance for Faculty
While severe weather and emergency closures may prevent normal classroom operations, they do not necessarily need to interrupt student learning. Faculty are encouraged to establish a continuity plan that allows students to remain engaged with course material when the University is closed. Providing a meaningful learning experience during closures helps maintain academic momentum, minimizes disruptions to course schedules, and reduces the need to compress material later in the semester. Continuity activities also reinforce student responsibility and engagement while recognizing that flexibility may be necessary during adverse conditions.
Faculty should clearly communicate their continuity plan in the course syllabus and remind students that they are expected to check the instructor’s preferred communications method (University email, Moodle, etc.) whenever the University announces a closure. Depending on the nature of the course, instructors may choose to assign readings, discussion board activities, recorded lectures, low-stakes assignments, reflective exercises, or virtual class meetings. When developing closure related activities, faculty are encouraged to use asynchronous options whenever possible, avoid high-stakes examinations or major assessments, and provide reasonable accommodations for students who experience power outages, connectivity challenges, or other weather-related hardships. Clear communication and flexible implementation help ensure that instructional continuity is maintained while prioritizing student safety and accessibility.
Sample Syllabus Statement: This can be adapted as needed to align with individual course policies
Snow Day / University Closure Policy: In the event that the University closes due to inclement weather or an emergency, students are expected to check the instructor’s preferred communications method (University email, Moodle, etc.) for instructions regarding course activities. Students are responsible for monitoring course communications and completing any assigned work by the deadlines provided. If weather related circumstances, such as limited or unavailable internet access, may prevent a student from participating, they should communicate this to the instructor as soon as possible.
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