
  

 

   
  

   
 

    
   

  

   

 

 

 

  

 

   

 

  

  

  

 

 

 

  

 

  

 

 

 

 



Inclusive Syllabus 

Checklist 
The syllabus serves as the first and most comprehensive representation of a course. Because of this, 
it must be presented in a way that is accessible and understandable for all students. Additionally, the 
syllabus is an important tool for fostering a sense of belonging and community. To accomplish this, in 
addition to using a warm, welcoming tone, including specific information about the course content, 
materials, supports, and expectations should be included to both meet the needs of and provide 
representation for all students. This two-part checklist will help you ensure all the vital information 
included and assess the overall tone and accessibility of the syllabus. 

Purpose and Applications 
• Access the inclusivity of a syllabus. 

• Examine overall course structure. 

Part I: Key Information 

Students need a lot of information about the course and the institution to be successful. If the 
syllabus is to serve as the course guide, all that information needs to be included. Hover over the 
bold word in each bullet for more information. 

My syllabus includes: 

About the  Instructor 

 my name with pronunciation, honorific, and pronouns. 
 my office location, with full building name and office number. 
 information about my virtual office. 
 a variety of office/student hours spanning multiple days and times. 
 my contact information with available hours and response time estimates. 
 multiple methods of communication (email, text, phone, etc). 

 my teaching philosophy/statement. 
 a short personal narrative. 

About the  Course 
 the full course title with abbreviation and number. 
 the delivery mode, with times, dates, and meeting locations. 
 the courses prerequisites and corequisites. 
 the student learning outcomes (SLO), written with minimal jargon. 
 the purpose of the course in reference to the program(s), career(s), and life experience(s). 
 a course calendar. 

For help implementing any Blackboard best practices in your classes, contact academicinnovation@uscupstate.edu 
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Assessment and Grading 
 the grading scale and weights. 
 a list of assessment types and descriptions. 
 a schedule of due dates. 
 a variety of assessments. 
 the alignment to the SLOs. 

Resources and Support 
 contact information for tutorial centers. 
 self-assessment options. 
 how to access disability/accessibility services. 
 information health and mental health services. 
 the library’s information, local, and services. 
 how to use Ally. 
 extensions, tool, and websites that can provide support. 
 a diverse curriculum. 

Policies and Expectations 
 developed a reasonable attendance policy and shared why you require it. 
 developed a reasonable late work and/or missing work policy and shared reason for policy. 
 expectations on collaboration and interactions. 
 what the student and teacher responsibilities are. 
 a communication plan. 
 how you expect work/communications to be formatted or what technology to use. 

Part II: Tone and Accessibility 

Now that student have access to all the most important information, it is time to make sure that all 
students can receive that information and it is presented in a way that help to build the learning 
community. My syllabus: 

Accessibility and Readability 
 uses headings. 
 uses an appropriate font size and shape. 
 uses color properly. 
 provides proper spacing. 
 provides a descriptive alternate text on all images. 
 properly formats the tables. 

Tone and Perspective 

 has a warm, inviting tone. 
 has a growth mindset. 
 encourages collaboration. 
 honors a diverse student body. 

For help implementing any Blackboard best practices in your classes, contact academicinnovation@uscupstate.edu 
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	Untitled

	Button3: 
	Consider adding directions on how to locate you: Consider adding directions on how to locate you.
	Software: You can use 3rd party software, such as Google Voice or Remind, to allow for privacy for you and your students.
	phi statement: Sharing your passion about the subject and the reason behind your pedagogical approach helps students understand the driving force behind the course.
	Be sure to include how students should refer to you!: Be sure to include how students should refer to you!
	narrative: Sharing who are you outside of the classroom humanizes you and helps student form a connection.
	location: While they will have fulfilled them, they may not be aware of the connection between the content. Also, share if the course serves as prerequisite for other courses.
	slos: The course title does not provide details about what the course will explore.
	abbre: Students don’t always know this information.
	prereq: While they will have fulfilled them, they may not be aware of the connection between the content. Also, share if the course serves as prerequisite for other courses.
	prupose: They know they’re taking the course to fulfill a requirement but may not know why. What will they learn in this course that connects directly to them?
	Consider using sign up app and/or virtual office hours: Consider using sign up app and/or virtual office hours.
	calendar: Providing a course calendar not only increases transparency but allows to students to better managing their time and learning. 
	scale: Consider also including an example of how to calculate the grade. This helps students understand which assignments will have the most impact on their course grade.
	assessments: All classes have tests. What does a test in your class look like? A lab? A project? Providing descriptions helps students better understand what to expect.
	due dates: Like the course calendar, providing due dates allows students manage their learning journey. Along with the assessment descriptions, student will then be more likely to properly budget the correct amount of time needed to successfully complete an assignment. 
	vareity: Only requiring high stakes assessments does not allow students to assess their learning. The first feedback they would receive would be at the end of the learning process. Providing a variety of assignment types scaffolds the learning process helping students make connections between the content and allows for more opportunities for feedback and reflection.
	alignement: While it is obvious to the instructor which assignment assess which SLO, that is not always clear to the student. By labeling each assessment with what SLO is being assessed helps student track their learning and make connections between the course content and its applications.
	tutorials: Students, especially freshmen, transfers, and first-generation students, often don’t know that tutorial services are available or how to access them.
	self: By providing non-graded activities or resources, students have another way to measure their progress as well as see multiple representations of the content. 
	disability: Approximately 20% of the US population has a disability, but many students choose not to self-identify or don’t know how. Providing information on available resources could help a student’s gain assistance they need to be successful.
	mental: The transition to college is a stressful time in a student’s life. They often don’t know about or how to access the care they need. 
	library: The library does a lot more than provide access to books. Let student’ know about all of the features of the library, what they offer, and how to access it.
	ally: All content in Blackboard can be access multiple ways using Ally. This is helpful for students who use a screen reader or have a disability that access computer and/or internet usage.
	tools: Every content area has special needs. What tools exist that can help your students? 
	diverse: A diverse curriculum helps to improve engagment, foster empathy, and combat stereotypes. Most importantly, it creates a sense of belonging in the classroom.
	attendance: All faculty want their students present every class, but that is usually not possible. Developing an attendance policy that allows some flexibility is key to helping students succeed. Sharing why a particular policy exists helps ensure students adhere to the policy.
	work: Just as with the attendance policy, as some point someone is going to miss assignment or need an extension. Sharing a policy that allows room for unforeseen incidents and why it exists creates healthy, clear boundaries.
	collab: Establishing behavioral norms for on and offline interactions is important for creating an environment that respects all participants. They also serve as guidelines for projects, forums, and other graded interactions.
	comm: When and how can students expect to hear from you? How do students contact you? Clearly stating how and when communication between participants will occur helps everyone ensure all information is received.
	formatting: Everyone uses different software and hardware. If you cannot open certain files, you must let students know what files you can receive and how to ensure they are in the correct format. Additionally, if you need/want items named/saved in a particular format, you must provide that information and an example.
	respon: Student success does not solely rely on the student. In addition to what you expect students to do to ensure success, what will you do as the instructor?
	headings: Use of proper headings allows for easier navigation through documents/written text, particularly when using screen readers. 
	fonts: Sans Serif fonts, such as Arial and Calibri, are the most accessible fonts and easier for those with dyslexia to read. Font size should be between 12 and 14 to minimize eye strain. 
	color: Never use color to relay meaning as those who cannot see certain colors will not be able to access the information. Additionally, ensure proper contrast between font color and the background color.
	spacing: The spacing between letters and lines can greatly improve readability. Ensure spacing by modifying the page size to identify any text that disappears or overlaps.
	alt text: Those who are visually impaired rely on the alternative text (alt text) to relay information shown in graphics. The alt text should provide the same level of information and clarity as the image.
	tables: Tables should have a header row and/or column that is repeated across pages. Also, there should not be any merged cells. Tables should not be used as a way to format a page; they should only be used to organize data.
	tone: If your syllabus reads like a legal document, it will not create a cohesive learning community. Using communal language helps to foster a sense of community among learners. It can also help to increase student use of office hours and create a warm class climate resulting in more discussions and increased questions.
	mindset: A growth mindset views intelligence as something that can be developed with time. Using language that helps students embrace the challenge of learning your content serves as way to motivate students and establish high expectations.
	encorage colla: Besides helping students learn vital communication and team building skills, collaboration provides exposure to various viewpoints and perspectives, increasing empathy. 
	student body: Foster empathy by modeling it. Not everyone learns the same way, celebrates the same holidays, or lives in the same type of environment. In addition to diversifying your curriculum, consider adjusting policies to allow for more student autonomy.
	office location: 
	No one expects you to be online 24/7, but without specific parameters, students will question when they should contact you and when to expect a response: No one expects you to be online 24/7, but without specific parameters, students will question when they should contact you and when to expect a response. 
	virtual office: Do you have one? If so, tell students how to access it and when you will be in there.


