Appendix F
Undergraduate Distance Course Outline Template

For assistance completing this template, please refer to
 Appendix E (Sample Annotated Undergraduate Distance Course Outline) 
at: http://www.msvu.ca/en/home/programsdepartments/Teaching_and_Learning/Resources/default.aspx
or 
contact Teaching and Learning Centre, tlc@msvu.ca or (902) 457-6766.
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Faculty Of…

Department Name
Course Title And Number

Section Number(s)
Course Outline effective for…
Welcome/Introduction (Context Of The Course Topic): 

About Your Instructor:

Website (If Applicable): 
Office Location: 
Office Hours:  
Phone: 
Fax: 
Email: 
About Your Course:

Teaching And Learning Platform: 

Moodle login: http://moodlelive.msvu.ca
Moodle Student Guide:  http://moodlelive.msvu.ca/mod/resource/view.php?id=34234
Elluminate Live login: https://sas.elluminate.com/site/external/login/user
Elluminate Live Setup instructions & Troubleshooting:
http://moodlelive.msvu.ca/file.php/1/Elluminate_Setup_Instructions/Elluminate_Setup_Instructions.htm

Technical Help: If you require assistance with Moodle and/or Elluminate Live, please first contact Distance Learning:
Monday-Friday, 8 a.m. – 4 p.m. (Atlantic time), (902) 457-6717;

First week of term only, additional help is available Monday-Friday, 4 p.m. – 8:30 p.m. (Atlantic time), (902) 457-5067;
For after-hour emergencies, please contact the Mount Switchboard: (902) 457-6788;

Email: online@msvu.ca

Course Logistics: 
Class Meets: 
Lab:  
Communication: 
Course Description:  
Course Pre-Requisites:  
Course Goal:   
Student Learning Objectives:  
At the conclusion of this course, you should be able to:
Course Text(s):

Course Reading(s) (Required):  
Course Reading(s) (Optional, If Applicable):  
Online Resources: 
Teaching And Learning Strategies: 
Syllabus (What We Will Be Doing, Learning And When Throughout The Course):
	Class/Date
	Topic
	Activity
	Reading(s)
	Assignment  #
	Due

	1
	
	
	
	
	

	2
	
	
	
	
	

	3
	
	
	
	
	

	4
	
	
	
	
	

	5
	
	
	
	
	


In consultation with the class, the instructor reserves the right to amend the above course plan with reasonable notice to you.
Assessment And Evaluation: 

Assignments:  Deliverables And Expectations: 
Undergraduate Grading Scheme:
The Mount’s Undergraduate Course Guidelines for Marking can be read at: 
http://www.msvu.ca/en/home/programsdepartments/undergradprograms/regulations/gradingexaminations.aspx

Tests/Exams:
The Mount’s Examination Policy can be read at: http://www.msvu.ca/en/home/programsdepartments/undergradprograms/regulations/examinationpolicy.aspx
Proctor Requirements For Exams:
If you live 100kms or more away from the Mount, you will write your distance exam at an approved proctor site.  You must complete and submit a Proctor Site Request Form within two weeks of the course start date.  For more information, please read the University’s Exam Procedures, http://www.msvu.ca/en/home/programsdepartments/distancelearning/undergraduateprogramscourses/examprocedures.aspx 

A list of approved Proctor sites can be read at: http://www.msvu.ca/site/media/msvu/PROCTOR%20locations(1).pdf; review the list, then complete and submit the online form at: 
http://www.msvu.ca/en/home/programsdepartments/distancelearning/forms/proctorapprovalform.aspx
Missed Tests/Exams:


Late Assignments:

Penalties:
Guidelines For Written Assignments:
You must submit all written assignments to receive a final grade.  You must submit a hardcopy and/or an electronic version of your written assignment, which should be an example of an original, acceptable piece of scholarly work and follow the minimum/maximum page range indicated in the assignment details.


Your written assignment must include the following information:

· a cover page that states:  
· your name
· course title/name/number
· your student I.D. #

·  title of assignment

· date

Format:

· Times Roman text font

· 12 point font

· 1” margin

· double-spaced

· paginated (numbered)

· citation style as per MLA, APA, etc.  

You are responsible for keeping a back-up copy of all your written work.  Submit your written assignment(s) using the Assignment Upload Tool, where located in our Moodle course site.
Language:
Correct use of language is one of the criteria included in the evaluation of all written assignments. 
Course Policies

Academic Integrity:
You play a vital role in contributing to and maintaining the culture of academic integrity expected of everyone at MSVU.  Statement on Plagiarism and Cheating:  University regulations on Plagiarism and Cheating and academic offenses will be strictly enforced.  These regulations including applicable procedures and penalties are detailed in the University Calendar and are posted on Department notice boards and on the Mount website at: http://www.msvu.ca/en/home/programsdepartments/undergradprograms/regulations/academicoffenses.aspx


Read them! 



If you have any questions, please contact me.
Academic Accommodations For Students With Disabilities:
Students who have a disability and who require academic accommodations must register with Disability Services (http://www.msvu.ca/disabilityservices) as early as possible in order to receive accommodations.
Research  (If Applicable):
Students who conduct research involving human participants must have their research reviewed in accordance with the MSVU Policies and Procedures for Ethics Review of Research Involving Humans before starting the research.  Check with your course professor or Chair of the Department about proper procedure.

Other Course-Specific Policies, E.g.,

Class Attendance:
Regular attendance is expected of students at all classes; the Mount recognizes the significance of attendance by stating it in the Academic Calendar at: 
http://www.msvu.ca/en/home/programsdepartments/undergradprograms/regulations/classattendance.aspx
Other Course-Specific Topics You Identify
Helpful MSVU Online Resources For You:


Distance Learning and Continuing Education
http://www.msvu.ca/Distance/index.asp
For course-related/administrative inquiries, textbook inquiries, proctor inquiries, etc. 

Email Distance Learning: distance@msvu.ca or call (902) 457-6511, toll free 1-800-665-3838.

Undergraduate Academic Calendar
http://www.msvu.ca/calendar/undergraduate.asp

Library

http://www.msvu.ca/library/
Writing Resource Centre
http://www.msvu.ca/en/home/studentservices/academicadvisingsupport/writingresourcecentre/default.aspx
Student Services
http://www.msvu.ca/en/home/studentservices/default.aspx
Please Note:
Class Cancellation Line: (902) 457-6566
Final Comments:
1
4
3

