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Sample Template for the Preparation of Course Outlines

Regular Session:

Summer Session:

GENERAL INFORMATION


Department of:
         Course Title:                              Course Number:
Section:


Term:                                                 CRN:
      Instructor:                                          Office Location:                         Telephone:

Telephone:


Office Hours:

or by appointment.



Office Hours:  ___________________________   or by appointment
COURSE INFORMATION


Course Objectives & Content:


Required Textbook(s):


Required Reading(s):


Recommended Reading(s):


Tentative Outline & Topics to be Covered:



‘Schedule A’ information
METHOD OF EVALUATION


Test(s): (# of tests)
Date of Test
Value Contributing to the Final Grade


1.



2.



3.



Assignment(s): (# of assignments)
Due Date
Value Contributing to the Final Grade


1.



2.



Class Participation:

If required, value Contributing to the Final     Grade


Final Examination: (YES, NO)




Length and Value of Final Examination (specify 2 or 3 Hours and % of final grade)


If no evaluation will be provided by the Voluntary Withdrawal deadline date, this must be stated.
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Standard Course Policies

For further information or clarification of these policies, please consult the General Academic Regulations page in the current year’s Online Academic Calendar here: umanitoba.ca/calendar. Click ‘Undergraduate Studies’ and then ‘General Academic Regulations’. 

1.  VW Date: Last day for withdrawal from (FILL IN THE CORRECT TERM Fall, Winter or Fall/Winter) courses: (FILL IN APPROPRIATE DATE)
2.  Attendance Regular attendance and participation are critical to student success. An instructor may initiate procedures to debar a student from attending classes and from final examinations and/or from receiving credit where unexcused absences exceed those permitted by the faculty or school regulations. A student may be debarred from class and examinations by action of the dean/director for persistent non-attendance or for failure to produce assignments to the satisfaction of the instructor. Students so debarred will have failed that course.
3.  Plagiarism To plagiarize is to take ideas or words of another person and pass them off as one’s own. Plagiarism applies to any written work, in traditional or electronic format, as well as orally or verbally presented work. Students are expected to appropriately acknowledge the sources of ideas and expressions they use in their written work, whether quoted directly or paraphrased. This applies to diagrams, statistical tables and the like, as well as to written material, and materials or information from Internet sources. Plagiarism or any other form of cheating in examinations, term tests or academic work is subject to serious academic penalty.
The common penalty in Arts for plagiarism in a written assignment, test, or examination is F on the paper and F for the course.  For the most serious acts of plagiarism, such as the purchase of an essay or cheating on a test or examination, the penalty can also include suspension for a period of up to five years from registration in courses taught in a particular department in Arts or from all courses taught in this Faculty.  The Faculty also reserves the right to submit student work that is suspected of being plagiarized, to Internet sites designed to detect plagiarism. If you are unsure of what constitutes plagiarized work please consult your instructor and the “Academic Integrity” section found in the General Academic Regulations of the Online Academic Calendar. 
4.  Grade Appeals: Students are responsible for ensuring that they are familiar with the University's policy on grade appeals. The appeal of term work returned or made available to students before the last day of classes shall be subject to the policies and procedures established by faculty or school councils. If a student has good reason to believe a mistake has been made in the assessment of the original grade, an appeal of the assigned grade may be made. A student may enter an appeal, through the Registrar’s Office, for assessment of one or more grades following the posting of grades by the faculty/school/department.
5.  Unclaimed Term Work: Any term work that has not been claimed by students will be held for four (4) months from the end of the final examination period for the term in which the work was assigned. At the conclusion of this time, all unclaimed term work will be destroyed confidentially. 

