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Course number (including section letter) and Course title 

Academic year & term/session 

Department/Unit 

 

• Instructor’s name, email address, phone contact and/office location, office hours 
• TA name(s), email address, phone contact and/office location, office hours  
• Brightspace course page link 

 

1. Course Description 
Include calendar description and provide a more detailed overview. 

2. Preclusions 
Preclusions for other courses should be clearly stated.  

3. Learning Outcomes  
A statement of the learning outcomes to be achieved in the course. 

4. Texts & Course Materials  
List required, supplementary, reserve, other readings/sources, and availability (e.g., ARES, bookstore, etc.) 

• Provide complete citations  

• Note that course readings must follow guidelines set out in the Copyright Act. See the Course 
Outline section of the FASS-FGPA Teaching Regulations for further information. 

Costs of Educational Material  

The Ministry of Colleges and Universities (MCU) requires that all course syllabi specify the costs of 
textbooks and other learning materials, specifically the following:  

• Estimated cost of each mandatory and/or optional textbook(s) and/or learning materials. Each item 
should be individually costed using the most recent available information, including a note indicating 
that it may change.  
o Costs must be as accurate as possible, derived from publisher, commercial, third-party vendor 

websites or from the university bookstore. 

• Whether there are restrictions that would prevent students from using a second-hand copy of the 
textbook and/or learning material.  

• If students are not required to purchase textbook(s) and/or learning materials, the following statement 
should be included:  
o “Students are not required to purchase textbooks or other learning materials for this course.” 

 
  

https://carleton.ca/FASS-FPA-teaching-regulations/course-outlines/
https://carleton.ca/FASS-FPA-teaching-regulations/course-outlines/
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5. Course Calendar  

The following must be included (as per UAR Section 5.2: The Course Outline): 

• List of topics covered, ideally by week/date  

• Date of each scheduled quiz, test, or examination 

• Deadline for each piece of term work 

• Date and time of any mandatory commitments/time outside of formally scheduled lectures, 
tutorials, labs and discussion groups  

Note the following scheduling rules and guidelines: 

• Tests, exams, and assignments cannot be due during the Fall and Winter Breaks.  

• No summative tests or exams can be held during the last two weeks of the term (or last week of a 

summer term). 

• Include early an feedback component (by 25th teaching day for first- and second-year courses, 40th 
day for others), as per UAR Section 5.3: Early Feedback Guidelines. 

• Consult the Assignment and Exams section of the FASS-FPGA Teaching Regulations pages for more 

information. 

6. Evaluation 

a.  List of Evaluation Elements 

Academic regulations require that the course outline list all elements that will contribute to the cumulative 
grade earned, including the weight of each element. This information may initially be approximate but must 
be confirmed no later than the last day of registration for the term.  

Note the following: 

• Carleton uses an alphabetical grading system (Undergraduate Academic Regulations Section 5.4)  

• Any additional requirements beyond the cumulative grade earned in the course must be clearly 
stated in the course outline. Requirements that are not included are not enforceable.  

o E.g., That students must complete certain assignments and examinations to pass the course  
o E.g., That students must attend a minimum number of classes/tutorials to pass the course 

For each evaluation element, the following information must be included: 

• Type of evaluation – essay, test, projects, attendance, participation, consistent progress  

• Assessment criteria – for each assessment indicate how students will be evaluated (specific criteria, 
rubric etc.). Evaluation for subjective components (such as participation or presentations) should be 
clear to avoid confusion and grade appeals. 

• Additional information – clearly state your assessment policies, such as: 
o Deadlines and submission procedures (e.g., through Brightspace; policy on emailed 

assignments, grace periods, etc.) 
o Policy regarding extensions, requests for academic consideration 
o Penalty for late submissions 
o Expectations and rules for collaboration and group work 

https://calendar.carleton.ca/undergrad/regulations/academicregulationsoftheuniversity/grading/#header
https://calendar.carleton.ca/undergrad/regulations/academicregulationsoftheuniversity/grading/#early-feedback
https://carleton.ca/FASS-FPA-teaching-regulations/assignments-and-exams/
https://calendar.carleton.ca/undergrad/regulations/academicregulationsoftheuniversity/grading/#course-outline
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o Grade appeals process – please ensure that your policy complies with the University’s steps on 
grade appeals.  See https://carleton.ca/registrar/appeal-of-grade/.   

o Re-use of the same piece of work previously submitted for credit in another course (note that 
the Academic Integrity Policy on this was changed in 2021). 

o Use of generative AI tools (e.g., Chat GPT). See Section 7 (below) and the Academic Integrity 
and Academic Offences section of the Faculty teaching regulations for further information. 

o General criteria that influence grading: spelling, grammar, citation format, presentation, 
preferred style guide, etc.  

b.  Assignments, tests and examinations 

All tests and examinations, including how/when they are scheduled, are subject to rules set out in 
Regulation 4.0: Examinations of the Undergraduate Academic Regulations, and in Regulation 9.0: 
Examinations and Term Work of the Graduate Academic Regulations. For a comprehensive overview, please 
refer to the Assignments and Exams section of the FASS/FPGA teaching regulations and procedures.  

The following information must be included in the course outline:  

• If you intend to request e-proctoring, include the following paragraph in your outline:  

“Please note that tests and examinations in this course will use a remote proctoring 
service provided by Scheduling and Examination Services. You can find more 
information at https://carleton.ca/ses/e-proctoring. The minimum computing 
requirements for this service are listed on the SES website 
(https://carleton.ca/ses/online-exams/e-proctoring/e-proctoring-course-outline-
template).” 

• If you plan to schedule an in-person exam for an online course, this must be clearly stated.  

• Students who cannot attend on-campus assessments in person may apply to write their exams 
remotely, if they meet certain criteria. More information for instructors and students is available at 
https://carleton.ca/ses/distance-exams/. 

• If you have a test/exam that will occur outside of class time, please include the following paragraph 
in your course outline:  

“Assessments will occur on campus outside of regular class time (which can include Friday 
evening, Saturday or Sunday).” 

Students must apply to the RO to request a deferred final exam. 

Additional exam/test information to include:  

• Format (essay, multiple-choice, short-answer, other) 

• Modality (online v. in-person; take-home v. scheduled) 

• Material covered (e.g., cumulative v. non-cumulative; open v. closed book) 

• Duration 

• How students can access their work 

• For large classes, it is highly recommended that dates for make-up tests be included in the course 
outline.  
 

https://carleton.ca/registrar/appeal-of-grade/
https://carleton.ca/FASS-FPA-teaching-regulations/academic-integrity-and-academic-offences/#sect1.2
https://carleton.ca/FASS-FPA-teaching-regulations/academic-integrity-and-academic-offences/
https://carleton.ca/FASS-FPA-teaching-regulations/academic-integrity-and-academic-offences/
https://calendar.carleton.ca/undergrad/regulations/academicregulationsoftheuniversity/examinations/#undergraduate-exam-regulations
https://calendar.carleton.ca/grad/gradregulations/#examinations
https://calendar.carleton.ca/grad/gradregulations/#examinations
https://carleton.ca/FASS-FPA-teaching-regulations/assignments-and-exams/
https://carleton.ca/ses/e-proctoring
https://carleton.ca/ses/online-exams/e-proctoring/e-proctoring-course-outline-template
https://carleton.ca/ses/online-exams/e-proctoring/e-proctoring-course-outline-template
https://carleton.ca/ses/distance-exams/
https://carleton.ca/registrar/deferral/
https://carleton.ca/FASS-FPA-teaching-regulations/assignments-and-exams/#sect4
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c.  Final Grade Approval  

The following statement must be included: 

“Standing in a course is determined by the course instructor subject to the approval of the 
Faculty Dean. This means that grades submitted by the instructor may be subject to revision. 
No grades are final until they have been approved by the Dean.”   

7. Generative Artificial Intelligence (AI) 

Instructors can choose the extent to which the use of AI is permitted in coursework. Due to the prevalent 
nature of the use Generative AI, course outlines should include a statement that describes the acceptable 
use of AI in your course. Sample statements are available on the TLS website. At minimum, the statement 
should include:   

1. A description of how AI may be used in the course, including examples of what is permitted 
2. A description of how AI use should be documented, if at all 
3. Explain the rationale for the adoption of your AI policy 
4. A description of limitations (what is “not permitted” in explicit terms, if applicable). 

It is also recommended to include the following text:  

“As our understanding of the uses of AI and its relationship to student work and academic integrity continue 
to evolve, students are required to discuss their use of AI in any circumstance not described here with the 
course instructor to ensure it supports the learning goals for the course.” 

Note: Students can also access resources related to citing Generative AI on the MacOdrum Library website. 

 

8. Statement on Academic Integrity 

Carleton’s Academic Integrity Policy states that “instructors at both the graduate and undergraduate level 
have the responsibility to provide clear guidelines concerning their specific expectations of academic 
integrity (e.g. rules of collaboration or citation) on all course outlines, assignment and examination 
material.” 

Your unit may provide you with a standard Academic Integrity statement for your syllabus or you may craft 
your own. Statements must be consistent with the University’s Academic Integrity Policy when it comes to 
definitions, processes, and rules.  

The statement should include the following: 

a.  Permissibility of submitting substantially the same piece of work more than once for academic credit.  

• Although this is not a violation of the Academic Integrity Policy, you may prohibit students from re-
using their own work from a different course/assignment, require students to cite such work, or to 
seek your permission before doing so.  

• This must be clearly stated in the course outline or assignment instructions.  

• Instructors should clearly define what they consider to be “substantially the same.” 

b.  Permissibility of group or collaborative work. 

https://carleton.ca/tls/teachingresources/sample-syllabus-statements-for-ai-use-in-courses
https://library.carleton.ca/guides/help/generative-ai-chatgpt-and-citations
https://carleton.ca/secretariat/wp-content/uploads/Academic-Integrity-Policy-2021.pdf
https://carleton.ca/FASS-FPA-teaching-regulations/academic-integrity-and-academic-offences/#sect1.2
https://carleton.ca/FASS-FPA-teaching-regulations/academic-integrity-and-academic-offences/#sect1.1
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• If group or collaborative work is expected or allowed, provide a clear and specific description of 
how and to what extent you consider collaboration to be acceptable or appropriate, especially in 
the completion of written assignments. 
 

c.  Permissibility of the use of generative artificial intelligence tools (e.g. ChatGPT) as per Section 7 above. 
 

d.  A statement on plagiarism, such as the following excerpt from Carleton’s Academic Integrity Policy. 

“The University Academic Integrity Policy defines plagiarism as ‘presenting, whether 
intentionally or not, the ideas, expression of ideas or work of others as one’s own.’  This 
includes reproducing or paraphrasing portions of someone else’s published or unpublished 
material, regardless of the source, and presenting these as one’s own without proper citation 
or reference to the original source. Examples of sources from which the ideas, expressions of 
ideas or works of others may be drawn from include but are not limited to books, articles, 
papers, literary compositions and phrases, performance compositions, chemical compounds, 
artworks, laboratory reports, research results, calculations and the results of calculations, 
diagrams, constructions, computer reports, computer code/software, material on the internet 
and/or conversations.” 

Examples of plagiarism include, but are not limited to: 

• any submission prepared in whole or in part, by someone else, including the 
unauthorized use of generative AI tools (e.g., ChatGPT) 

• using ideas or direct, verbatim quotations, paraphrased material, algorithms, 
formulae, scientific or mathematical concepts, or ideas without appropriate 
acknowledgment in any academic assignment 

• using another’s data or research findings without appropriate acknowledgement 

• submitting a computer program developed in whole or in part by someone else, 
with or without modifications, as one’s own  

• failing to acknowledge sources with proper citations when using another’s work 
and/or failing to use quotations marks.” 

Plagiarism is a serious offence that cannot be resolved directly by the course’s instructor.  

The Associate Dean of the Faculty follows a rigorous process for academic integrity allegations, 
including reviewing documents and interviewing the student, when an instructor suspects a 
violation has been committed. Penalties for violations may include a final grade of “F” for the 
course. 

9. Statement on Student Mental Health 

Please include the following statement: 

“As a student you may experience a range of mental health challenges that significantly 
impact your academic success and overall well-being. If you need help, please speak to 
someone. There are numerous resources available both on- and off-campus to support you. 
For more information, please consult https://wellness.carleton.ca/”  

Instructors may also wish to list of some or all the following resources: 

https://carleton.ca/FASS-FPA-teaching-regulations/academic-integrity-and-academic-offences/#sect1.3
https://carleton.ca/registrar/academic-integrity/
https://wellness.carleton.ca/
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Emergency Resources (on and off campus) 

• Crisis/Urgent Counselling Support: 613-520-6674 (Mon-Fri, 8:30-4:30) 

• Suicide Crisis Helpline: call or text 9-8-8, 24 hours a day, 7 days a week. 

• For immediate danger or urgent medical support: call 9-1-1 

Carleton Resources 

• Mental Health and Wellbeing: https://carleton.ca/wellness/ 

• Health & Counselling Services: https://carleton.ca/health/ 

• Paul Menton Centre: https://carleton.ca/pmc/ 

• Academic Advising Centre (AAC): https://carleton.ca/academicadvising/ 

• Centre for Student Academic Support (CSAS): https://carleton.ca/csas/ 

• Equity & Inclusivity Communities: https://carleton.ca/equity/ 

Off Campus Resources 

• Distress Centre of Ottawa and Region: call 613-238-3311, text 343-306-5550, or connect online at 
https://www.dcottawa.on.ca/  

• Mental Health Crisis Service: call 613-722-6914 or toll-free 1-866-996-0991, or connect online at 
http://www.crisisline.ca/  

• Good2Talk: call 1-866-925-5454 or connect online at https://good2talk.ca/ 

• The Walk-In Counselling Clinic: for online or on-site service https://walkincounselling.com 

10. Requests for Academic Accommodations 

The following statement must be included in your course outline: 

“Carleton is committed to providing academic accessibility for all individuals. You may need special 
arrangements to meet your academic obligations during the term. The accommodation request 
processes, including information about the Academic Consideration Policy for Students in Medical and 
Other Extenuating Circumstances, are outlined on the Academic Accommodations website 
(students.carleton.ca/course-outline).” 

You should provide any additional information on your requirements for short-term informal 
accommodations.  

• If you require supporting documentation for short-term considerations, you may only request the 
Academic Consideration for Coursework form. You may not request medical notes or 
documentation. 

• Consult the Academic Consideration Policy for instructors information page for more details. 

11. Policy on Classroom Recording (optional) 

Instructors have the option of including a statement regarding student recording of classroom activities. TLS has 

suggested syllabus language that can be used or modified, as needed. 

https://wellness.carleton.ca/get-help-now/
https://wellness.carleton.ca/
https://carleton.ca/health/
https://carleton.ca/pmc/
https://carleton.ca/academicadvising/
https://carleton.ca/csas/
https://carleton.ca/equity/
https://www.dcottawa.on.ca/
http://www.crisisline.ca/
https://good2talk.ca/
https://walkincounselling.com/
https://can01.safelinks.protection.outlook.com/?url=http%3A%2F%2Fstudents.carleton.ca%2Fcourse-outline&data=05%7C02%7CJaneVandenDries%40cunet.carleton.ca%7C88d276c999f14677bcd208dcb1610478%7C6ad91895de06485ebc51fce126cc8530%7C0%7C0%7C638580277464836207%7CUnknown%7CTWFpbGZsb3d8eyJWIjoiMC4wLjAwMDAiLCJQIjoiV2luMzIiLCJBTiI6Ik1haWwiLCJXVCI6Mn0%3D%7C0%7C%7C%7C&sdata=nfDrEy510AqIUJY4wFSLW%2FT8CKxKrTX%2FJIMC7YoMX1Q%3D&reserved=0
https://carleton.ca/registrar/academic-consideration-coursework-form/
https://i.carleton.ca/registrar/academic-consideration-policy/
https://carleton.ca/tls/educational-technology/web-conferencing/#sect3.3
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