 SEQ CHAPTER \h \r 1IMPORTANT INFORMATION REGARDING COURSE OUTLINES
The following is a convenient check-list for course outline requirements.  




These requirements are mandatory and must be on your course outline. 
It continues to be department policy to assign letter-grades, not percentages, to all student work.
Additional Considerations:
- Include a statement outlining parameters for the use of electronic and mechanical devises and course technology (for example, cellphones, laptops, tablets)

- Include a statement regarding recording of classes

- Include a statement referring Students with disabilities to Student Accessibility Services to facilitate the implementation of accommodations, and a statement communicating willingness to meet with students to discuss the accommodations recommended by Student Accessibility Services.

- Include a note referring students to where Schedule A may be found, either on UM Learn or Aurora if you have posted it there or that they will receive a hard copy. A sample statement to include on your outline:
A copy of the policy and resource document Schedule A can be found on this class’s [UM Learn or Aurora] site. This document contains information about academic supports available to students, such as the Writing and Learning Support Centre; a statement regarding physical and mental health that includes referral information; a notice with respect to copyright, and a statement directing students to University policies, procedures, and supplemental information available on-line.

- State whether you will be having a final exam or final test. (Indicate date of final test and value.)
- Any test or tests, which have an aggregate value of more than 20% of the total value of the course may not be scheduled to take place during the fourteen (14) calendar days ending with the last day of classes in the term during the regular session, or during the last two (2) classes of Summer Evening and the last three (3) classes for Summer Session.
- No project or assignment may be announced during the periods outlined in the paragraph above unless contained in the course outline or syllabus required to be provided to all students in the course during the first week of classes.
- Indication should be made on course outline whether evaluative feedback will be given to the student prior to the voluntary withdrawal deadline.

- If students are required to use a specific referencing style, instructors must identify the appropriate style guides(s) in the outline.

- Optional: At the Feb. 27/15 mtg. of Dept. Council, members were asked to consider adding a statement on all course outlines acknowledging that the UM is located on Treaty One land. See link: umanitoba.ca/admin/indigenous_connect/5728.html 
 
- UCPC recommends that all 2000-level courses have some instruction regarding how to write research-based essays.


The following requirement does not apply to Special Studies, Special Topics, or Literature in Translation courses:
- 2000-level survey courses must include a final exam, to be held in the exam period and administered by the Registrar’s Office, worth no less than 20% and no more than 40% of the final grade for the course.
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*   Department of English, Theatre, Film & Media, University of Manitoba





*   Course Title





*   Course Number





*   Section Number





*    Term/CRN





*   Class Location





*   Name of Instructor





*   Office Location			





*  Office Telephone Number





*   Office Hours (specified or by appt.)





*    Required Texts, Materials or Recommended Readings





*   Course Objectives





*   List of any tests, assignments





*   Due dates for assignments





*   Weight or value of all tests, assignments,  class participation (if considered).





*   Length and value of Final Exam





*    Link to ROASS Schedule A information or a      hard copy





*   The Department of English, Theatre, Film & Media revised version of Standard course policies, including statements about


The last date for Voluntary Withdrawal


Attendance


Plagiarism


Grade appeals	


Unclaimed term work





Any course outlines that do not meet all mandatory requirements will be returned for necessary changes.











