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SYLLABI TEMPLATE

2016-2017

The following syllabi template should be used when you are updating your course syllabi. 

1. In reviewing several current syllabi, we found that they had not been updated with changes approved from earlier curriculum and faculty recommendations in the past or recent changes from SASSI. 

2. We have made recent changes to clinical courses.

3. We have made changes due to need for clarity that have occurred from Progression outcomes. 
Please review all syllabi to ensure they match the template. 
You will have additions that are course specific. 

Remove any template notations that are not relevant to your course (ie clinical rules in a non-clinical course.) 

Remove any names that are not relevant and only use titles (ie Associate Dean for Academic Affairs without a Name).

UNIVERSITY OF TENNESSEE HEALTH SCIENCE CENTER

COLLEGE OF NURSING
COURSE NUMBER:


   

COURSE TITLE:


          
CREDIT HOURS:

             
Course Faculty:

PREREQUISITES: 
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*Lead Faculty
UTHSC COLLEGE OF NURSING TOLL FREE NUMBER:  The toll free number to the University is 1-800-733-2498. Operator assistance is available Monday-Friday from 8am-5pm Central time within the continental United States.  

FACULTY WEB PAGE:  Available in the Staff Information section on Blackboard within the course.  

COURSE DESCRIPTION:  
COURSE OUTCOMES: 

Upon completion of this course, the student will be able to:
Required Texts/SUPPLIES:
Enter all required texts/software for course
(If a Clinical Course)Medatrax Software (NP.Medatrax.com) or Typhon (Nurse Anesthesia) is the clinical log software used by the DNP program; preference is for student to purchase access for 12 months. Compatible device for Medatrax: IPhone, IPod touch, IPad, large screen Droid, laptop (will need data card for internet access), or windows mobile 6.1 & 6.5 Professional PDA.
Teaching Strategies:  (MAKE COURSE SPECIFIC-example given)
This is an on-line course that consists of laboratory skills practice, clinical practicum, web-based exercises, oral presentations, case studies, annotated bibliography

Evaluation Methods or Grading Plan: 
Course grades are not based on the curve. The University of Tennessee Health Science Center College of Nursing Grading Scale is

92 – 100
A

83 –   91
B

75 –   82
C

70 –   74
D

  0 –   69
F

(MAKE COURSE SPECIFIC)
EFFECTIVE FALL 2016, IF THIS IS A CLINICAL COURSE, ADD THE FOLLOWING TO YOUR CURRENT METHODOLOGY.


Faculty assign the grade considering:

1. Satisfactory Completion of Outcomes:
a. A student must demonstrate satisfactory behavior in personal and professional areas deemed by faculty as being necessary for academic success and competency in clinical practice. Such areas may include ability to establish rapport with clients, ability to work effectively with members of the healthcare team, dependability, judgment, integrity, initiative, and interest (see Handbook and Centerscope).
2. Satisfactory Evaluation of Clinical Database (Medatrax/Typhon) entries

a. Patient data will be entered timely: All entries will be entered by 11:59 pm on Monday of the week following the week in which patient encounters where made.

b. Students who have not entered the data for the previous week will be notified by email on Tuesday by their Advisor that they cannot return to clinic until the data have been entered into the system.

c. Failure to enter data on a timely basis two times during the course will result in failure of the course.

3. Satisfactory Evaluation of Clinical Time Log

a. Time Logs validating clinical hours and signed by the preceptor will be uploaded into the appropriate assignment box in Medatrax/Typhon by 11:59 pm on Monday at the end of the week that clinical hours were made.

b. Failure to enter data on a timely basis two times during the course will result in failure of the course.

4. Pass/Fail on Preceptor Evaluation

GRADING SYSTEM
The faculty evaluates the academic and/or clinical achievement, and uses the marks of A, B, C, D, F, P, F, WP, WF, and I, in all official reports. In certain instances, some courses may be graded on a PASS/FAIL basis.
ADD NEW SEGMENT
Any student who scores less than 75% on any examination or assignment, or is in jeopardy of academic failure, will receive an “Academic Counseling Form” from the Course Faculty. The course faculty will contact the student to discuss the academic issue related to the non-passing grade and, with the student, discuss a plan of action. The student will complete the plan of action section of the Form within 5 business days, sign and date the form, and return it to the course faculty member. The form is forwarded to the student’s Faculty Advisor. The Faculty Advisor reviews the student’s plan of action will determine if additional consultation is needed. The faculty advisor signs and dates the form and forwards it to the Concentration Coordinator and DNP Director. If a student fails to respond to the Academic Counseling Form from the Course Faculty within 10 business days, the student is referred to the DNP Director/Associate Dean, Academic Affairs for further follow-up including referral to the Progressions Committee. 
The letters “WP” or “WF” are recorded to indicate pass or failure in those instances in which a student withdraws from a course before completion, and is either passing or failing, respectively. The letter grade of “W” will be recorded when a student withdraws from a course before there has been evaluation of the student to determine whether he/she is passing or failing. If withdrawal occurs before the midpoint of a course, the grade for the dropped course is recorded as a ‘W’ on the official transcript.  If withdrawal occurs after the midpoint, but before the course is 70% completed, the grade for the dropped course is recorded  as either ‘WP’ (withdrawn passing) or ‘WF’ (withdrawn failing) depending on the student’s grade point average in the course at the time of withdrawal. Once a course is > 70% completed, a withdrawal is not permitted except under extenuating circumstances. Any student who fails to complete the course will receive zero(s) for any uncompleted assignments and tests, and the final course grade will incorporate those zero(s) into the grade calculation.

The designation of “I” (incomplete) will be used when a student is unable to complete the course at the regular time because of a reason acceptable to the Concentration Coordinator. In such cases, arrangements will be made by the coordinator for the student to complete the course requirements, and the grade of “I” will then be replaced by whatever grade the faculty of record for the course considers the student to have earned. It is the responsibility of the student to work with the Concentration Coordinator/faculty of record in determining under what circumstances the “I” grade can be changed, however, the student must remove the “I” by the end of the following term. Failure to remove the “I” within the allowed time will result in a grade of “F” being recorded as the permanent grade.
GRADE DISPUTE

If a student has an assignment or examination grade to dispute, he/she must notify the course lead faculty within three working days (M-F) after grades are posted. 

ENSURE THIS PARAGRAPH IS DOCUMENTED CORRECTED IN YOUR SYLLABI
Students may appeal their final course grade if they believe that the grade was assigned inappropriately and not in accordance with the grading policy provided in the course syllabus. The appeal is made in writing, within 5 days of the final grade being posted, and directed to the course director and then to the Program Chair. If resolution of the issue is not made at the program level, then the appeal is made in writing to the Progression Committee (through the Associate Dean for Academic Affairs). The Progression Committee will review the written documents and make a recommendation to the Dean within 5 days of the grade appeal.
ADD NEW SEGMENT
PROGRESSIONS

The Progression Committee can act any time a student is deemed to be making inadequate progress toward degree objectives and/or is demonstrating unacceptable performance in the key areas of personal and professional behavior. Committee recommendations regarding a particular student are based upon input by each faculty member or course director who has teaching responsibility for that student during a given instructional period. Students must maintain a cumulative grade point average of 3.0 to progress to the subsequent term or to graduate. Students are expected to complete all courses with a grade of “B” or higher. Any student who earns a grade of “WF,” “D,” “F,” or “I” is reviewed by the appropriate committee. Students earning two “WF” grades or a grade of “D” or “F” are dismissed from the program.
DROPPING/ADDING A COURSE

Students who desire to add or drop a course should consult with their academic advisor and the Concentration Coordinator. When students drop a course, faculty record the withdrawal from the course and the last date of student attendance in Banner. Faculty notify the DNP Program Director, Associate Dean for Academic Affairs, and the student’s advisor regarding the course change. The Concentration Coordinator and student develop a new plan of study, sign the plan of study, and forward it to the DNP Program Director for inclusion in the student’s file.  Courses in the College of Nursing are typically offered once per year. Individuals who withdraw from a course may not be able to progress to the next set of courses, resulting in a delay in progression of 6 to 12 months. 

TESTS: If this does not apply to your course remove
In accordance with course test policy, students must have a weighted average of 75% on all examinations to successfully complete the course. Papers, projects, learning modules, quizzes, etc. may not be used to pass a course.  The weighted examination average will be obtained first and then other grades added, provided the student has at least a 75% weighted examination average. The formula to calculate examination averages based on weighted exam scores for this course is:

0.2(Exam1) + 0.2(Exam2) + 0.2(Exam3) + 0.3(Final Exam) = X/0.9 (Modify/Remove if applicable—if your exam is weighted differently than 20%/30% please modify)  
When calculating the 75% for test averages, if the student’s grades are 74.5 or higher, then the paper/projects would be added to the final grades; final grades ONLY will be rounded to the 10th place. NO ROUNDING OCCURS UNTIL THE FINAL GRADE.
TESTING POLICY: If this does not apply to your course remove. (Example given, may edit as appropriate for course..)
Computerized and/or pencil and paper Unit and Final Exams may be given at set times.  All exams will be time-limited, closed-booked, and reflective of individual effort.  The testing format in both versions are consistent with that used for APRN Certification examinations and may contain any of the alternative testing formats.  

Include information about Exam soft if appropriate
EXAMSOFT:

This course will use a testing program called ExamSoft. This program securely downloads the encrypted exam directly to the testing computer. This technology eliminates the need for an internet connection while taking the exam; the connection is only needed to download and submit the exam. When students open the exam all other applications and files are automatically blocked. The exam is automatically backed up every 60 seconds and when the exam is complete and submitted, it is automatically uploaded to a secure server for grading. If the testing computer closes for any reason, when reopened the exam will restart with the questions completed and provide the student with any remaining time to complete the exam. For more information: http://uthsc.edu/edtech/resources/examsoft/students.php
Cell Phone/Beepers:

The University strives to provide a positive learning environment for all students.  Cell phones and beepers disrupt classes and quiet places of study.

1. Cell phones and beepers should be turned off in the classroom. 
2. Remove phone conversations from quiet places (e.g. library, nursing and computer labs) 
3. Cell phones and beepers should be turned off while in the clinical area. 
Policy on Children in Classes:

It is not possible to provide an environment conducive to learning with children present in the classroom.  Students are expected to make child care arrangements in advance.
Course Evaluation: All students are expected to complete the online instructor and course evaluations.
TOPICAL OUTLINE: ABCXXX:  (Didactic only -MAKE COURSE SPECIFIC for) 
I. Altered Cellular and Tissue Biology

A. Cellular adaptation

B. Cellular injury

C. Manifestations of cellular injury

D. Cellular death

E. Aging and altered cellular and tissue biology

II. Stress and Disease

A. Stress, personality, coping, and illness

B. Aging and stress-age syndrome
III. Fluids and Electrolytes, Acids and Bases
A. Alterations in fluid and electrolytes

B. Alterations in acids and bases
C. Alterations in fluid and electrolytes, acids and bases across the lifespan  


OFFICE HOURS/AVAILABILITY:

Every attempt is made to be flexible to meet students’ needs. Contact Dr. XXXX to set up a mutually convenient time to discuss course issues or concerns. 
Expectations of Student Behavior: 
Students have a professional responsibility to inform the faculty in a timely manner if they are unable to participate and complete course assignments as required. 

Student Etiquette

In online communication, students are expected to be respectful and tolerant of other people’s ideas, opinions, and beliefs.  

E-Mail messages from students to course faculty: 

ADD NEW SEGMENT
The official method of communication between students and their respective departments, programs, and the dean’s office is through the UTHSC email system. Students must check this email at least once each day to avoid missing vital information.

When sending an email messages to faculty, do the following:

1. Use your UT email address (yourname@uthsc.edu email address) as faculty will only respond to emails sent from the UT email system.

2. Start the subject line of your email with the course ID, followed by a colon and then a few words about the substance of the email. Example: ABCXXX:Requesting a private meeting
3. Sign all your email messages with your first and last name, Concentration, and year of expected graduation. Your email address (your NetID) has only 8 characters and it is not always possible to tell who the sender is from by looking at your email address.
Naming Convention for Submission of Course Documents:

When submitting documents for the course, whether using the digital drop box, the assignment feature, hard copy, or email, use the following naming conventions as you save your document:

1. The Course ID goes first, followed by a dash.

2. Student’s first initial and last name, followed by a dash.

3. Put the title of the paper that will be noted clearly for you in the assignment instructions.

Here’s an example:  ABCXXX-JStudent-CaseStudy1.
Course Specific (may delete if not applicable) Papers not following this convention will be graded as late papers, thereby decreasing the grade.

CONTACT FOR TECHNICAL AND ADMINISTRATIVE SUPPORT:
For non-Blackboard-related technical support for your computer hardware and software, NetID, and UT email account, contact the following:

Computing Center’s Help Desk– 8am-5pm CT Monday through Friday:

1. 901-448-2222, option 1; continental US toll-free 800-413-7830
2. Help Desk website – for basic technical support information: http://www.uthsc.edu/helpdesk
For Blackboard-related support, contact the following:

1. For course access and content issues (examples: cannot access course, cannot find syllabus, locked out of test), contact your course faculty, Insert Name Office: 901-448-XXXX or continental US toll-free 800-733-2498 (8am-5pm CT Monday through Friday); insert email address@uthsc.edu
2. For basic Blackboard technical issues (examples: how to change or reset your Bb password), consult the QuickSteps section of the Blackboard help page (http://www.uthsc.edu/bb)
3. For overall system access and Blackboard-related technical issues (examples: cannot log in to system, cannot access pages that you accessed in the past), contact BB support, 901-448-1927 (8am-5pm CT Monday through Friday). bb@uthsc.edu
Course Policies:

Attendance and Class Participation As modify appropriate for your course (clinical vs didactic), but note # 4 and 5 which has been strengthened this year. Please be consistent with consequences for lack of attendance.
1. All students are to take responsibility to coordinate and participate in class requirements, clinical attendance and participation and on campus meetings.
2. Students are expected to notify faculty in advance of any absence from the course. 

3. It is expected that you log in to the course site at least two different days each week and review the announcements and other assignments. 

4. Failure to respond to faculty e-mail within 2 business days will constitute an unexcused absence from the course. Two unexcused absences from the course will result in failure of the course. 

5. Due to tight time restraints and heavy clinical loads, an absence of contact with faculty from the Discussion Board or other established points of contact (such as, but may include others, assignment submissions, clinical documentation, communication with preceptor) within the course for more than 7 business days will constitute an unexcused absence from the course and will result in failure of the course. 
6. It is the student’s obligation to keep faculty aware of all matters that may impose upon student obligation to this course.
Submission of Coursework and Late Submission Policies: 

1. Assignments are to be completed by the due date and time. All times reflect central time. You may want to access the Fixed World Clock at http://www.timeanddate.com/worldclock/converter.html to check on the specific time that the assignment would be due for you in your time zone. 

2. Five percent (Notice this change from points to percent approved in faculty meeting) per day will be subtracted from an assignment grade for any late assignment. Assignments not submitted within 7 calendar days of due date will receive a zero (0). Course specific: May be removed or modified at faculty discretion for handling late papers. 
3. Each assignment provides specific details on how it is to be submitted. For example, via the Blackboard drop box, assignment feature, discussion board, or group area.
PROBLEMS OR ISSUES THAT ARISE IN THE COURSE 
If problems arise within the course, the student is expected to discuss the issue with the faculty member teaching the course. Every effort will be made to resolve the issue at the student-teacher level. If the issue is not resolved between the faculty and the student, the student should then contact the Concentration Coordinator, DNP Program Director, and if still unresolved, the Associate Dean of Academic Affairs. If the complaint is not resolved at this level, students should contact the College of Nursing Office of the Dean. REMOVE ALL NAMES-JUST USE TITLES.
CENTERSCOPE/CATALOG
The CenterScope is the student handbook for the University of Tennessee Health Science Center. Please refer to this link, http://catalog.uthsc.edu/index.php , for the handbook or http://catalog.uthsc.edu/index.php?catoid=15 for the Catalog which includes sections on the Student Judicial System, Honor Code, and policies/procedures regarding formal student complaints and appeals. Students are expected to become familiar with these sections, as well as, with the syllabus specific to each course in which they are enrolled.

ADD NEW SEGMENT
PROFESSIONALISM

It is the expectation of all students enrolled at the UTHSC to maintain the highest ethical and professional standards of the various disciplines of the health professions. Failure to do so may subject a student to suspension or other appropriate remedial action by the University as outlined in the CenterScope, Maintenance of Ethical and Professional Standards of the Health Professions. Students are responsible for being fully acquainted and for complying with the University catalog, student handbook, and other rules and policies relating to students. Failure or refusal to comply with the rules and policies established by the University may subject a student to disciplinary action up to and including permanent dismissal from the University. (http://catalog.uthsc.edu/index.php?catoid=14)
HONOR CODE
The College of Nursing adheres to the UTHSC Catalog in issues related to academic honesty; violation of the code can result in dismissal from the course and the University. Plagiarism, falsification of records, “cheating,” or other act which substantially impugns the integrity of the student is a violation of the Honor Code.  It is recommended that students review this video presented by Dr. Mona Wicks (UTHSC CON) to familiarize themselves with what constitutes plagiarism and how this can be avoided (http://connect.uthsc.edu/p7f9quo8rwj/)
SafeAssign [PLEASE EDIT specifically for your class or remove if not applicable]: The faculty of this class reserves the right to submit papers to the UTHSC Blackboard text-matching software (SafeAssign) for review and analysis of originality and intellectual integrity. If the results of the review indicate academic dishonesty, disciplinary action may be taken against the student as outlined in the UTHSC Student Handbook.
Approved by DNP Curriculum Committee: 3/25/13;  Approved by Faculty: 4/8/13
Pre- and Co- reqs were approved by DNP Program Director and Associate Dean of Academic Affairs: 2/5/16
(The following information was to be updated Fall 2016, but not all syllabi have been updated. Please be sure you have corrected all syllabi regarding the correct 2 paragraphs on SASSI.)
STUDENT ACADEMIC SUPPORT SERVICES AND INCLUSION (SASSI) 
SASSI has a primary goal of promoting student progress in the various programs offered by UTHSC. They provide a variety of services and resources to help enhance learning and student performance. SASSI services are available to all UTHSC students free of charge and consultations in SASSI are completely confidential. The College of Nursing recommends that students utilize SASSI services as an additional resource throughout the Program.
SUPPORT SERVICES (DISABILITIES STATEMENT) OR STUDENTS WITH SPECIAL NEEDS

Students with disabilities in the College of Nursing at UTHSC must register and officially request accommodations through the Disability Coordinator in Student Academic Support Services and Inclusion (SASSI).  Regardless of a student’s geographic location, all requests for accommodations must be submitted with supporting documentation and reviewed for reasonableness by the Disability Consultant.  Students should contact Laurie Brooks, the Disability Coordinator, to set up an appointment to discuss specific needs at (901) 448-1452 or lbrook15@uthsc.edu.  All conversations regarding a student’s request for accommodations are confidential.

REVIEWING THE COURSE SYLLABUS 
In the course, each student must take the Syllabus test.  A link to that test is located in the Quizzes & Exams section of this course.  The syllabus is an important source of information about your course. It is the contract between the student and the instructor about expectations for learning and performance.  Students are responsible for reviewing the syllabus to insure that assignments are submitted in a timely manner and meet the specified requirements for this course as explained in the syllabus.  After you have read and understand the syllabus, take the Syllabus Test located in the Quizzes and Exams section on the course blackboard to verify your understanding of the document. Students must earn 100% on the Syllabus test by designated date or access to the course will be removed. Complete the Syllabus Test by the end of the first week of class. 

Course-Specific Policies:  (EXAMPLE SHOWN. MAKE COURSE SPECIFIC)
Faculty Response Time and Grading Expectations (Must be included but can vary by faculty availability)
1. Responses to emails and discussion posts are typically made within 48 hours if received between 8:00 AM Monday and 5:00 PM Friday. Messages posted or emailed between 5:00 PM Friday and 8:00 AM Monday will be treated as though they were written Monday morning. Messages posted or emailed on a holiday will be treated as though they were received on the morning classes resume.
2. Every effort will be made to post grades within two weeks of the scheduled due date of the exam or assignment.  
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