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[bookmark: _Toc222897969]Welcome to the CTSI Syllabus Design Foundations (SDF)

[bookmark: _Toc222897970]Hello and Welcome

The CTSI Syllabus Design Foundations (SDF) is a self-paced, asynchronous learning program designed for University of Toronto (U of T) instructors developing a new course syllabus or revising an existing one. This resource serves as an introduction to syllabus design for new (or new-to-U of T) instructors and as a refresher for experienced faculty.

We know instructors often look for syllabus templates or samples—and we also understand that syllabus length and formatting can feel daunting. While the SDF program offers guiding principles and practical strategies, be sure to check with your hiring division or department for specific policies, formatting requirements, and available examples.

Looking for how-to guidance on syllabus format and presentation? Module 3 provides practical strategies for structuring, formatting, and distributing your syllabus—whether as a Word doc, PDF, or through Quercus.

[bookmark: _Toc222897971]Start Small

If you're feeling unsure about where to begin, start small. Tobin and Behling (2018) recommend the Plus-One Strategy: choose one syllabus element to make more inclusive, accessible, or usable. Over time, these small, purposeful revisions can make a big impact.
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SDF is a public resource available to anyone interested in syllabus design. U of T instructors may enrol in SDF to add the program directly to their Quercus dashboard and use built-in accessibility features such as Microsoft Immersive Reader, which allows you to listen to page content, adjust text display (font, spacing, and colour), and personalize your reading experience to suit your preferences.

For technical assistance or accommodation requests related to the SDF self-paced learning program, please contact q.help@utoronto.ca.

Self-enrol in SDF
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The SDF self-paced learning program consists of three modules that explore key aspects of inclusive, accessible, and usable syllabus design. Each module takes approximately 60 minutes to complete.

Watch or listen to the two-minute navigation video (opens in a new tab) to learn how to navigate this self-paced program, hosted in Quercus. Use the triangle play icons or module links below to access each module. You can complete the modules sequentially or jump directly to topics of interest. To view a full list of module pages, select the "Modules" link from the Course Navigation Menu on the left.

Enjoy designing—or redesigning—your syllabus!

▶️ Module 1: Understanding Syllabus Design in the U of T Context
Explore the purpose of a syllabus, examine institutional requirements, and evaluate your syllabus for inclusion, accessibility, and usability from a student's perspective

▶️ Module 2: Embedding Inclusive Practices in Your Syllabus
Learn how to incorporate equity, diversity, and inclusion (EDI) principles into four key areas—identities, environment and culture, facilitation, and discipline and content

▶️ Module 3: Creating an Accessible and Usable Syllabus
Refine the structure, formatting, and distribution of your syllabus using accessibility principles and engagement strategies

▶️ Beyond SDF
Access teaching supports, explore programming opportunities, and share your feedback on the SDF self-paced learning program

[bookmark: _Toc222897974]⏸️ Pause for Activities and Reflections

As you progress through SDF, take time to engage with activities and reflection prompts.

Keep a running document or notes section where you track:

· Syllabus elements you want to add, modify, or remove
· Key takeaways and ideas for enhancing inclusivity, accessibility, and usability
· Questions to revisit or discuss with colleagues

By actively recording your thoughts, you can apply what you learn in real time and develop a syllabus that supports student learning.

Prefer an offline version of the program for reflection or future reference? Download the SDF Content Reader PDF, a consolidated and accessible copy of all module content.
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[bookmark: _Toc222897977]Welcome

Welcome to Module 1: Understanding Syllabus Design in the U of T Context.

Your syllabus is more than just a course outline—it is a powerful tool for shaping the learning experience in your course. In this module, you will explore the role of the syllabus in higher education, examine institutional guidelines, and consider how your syllabus can evolve to support student learning.

Learning Outcomes

By the end of this module, you will be able to:

· Recognize the syllabus as a dynamic document that evolves based on student needs, teaching goals, and disciplinary norms;
· Identify institutional guidelines and expectations for syllabus design at the University of Toronto; and
· Evaluate and refine your syllabus using principles of inclusivity, accessibility, and usability.

Note: You don't need to revise your entire syllabus at once. Start small using the Plus-One Strategy (Tobin & Behling, 2018)—choose one element to make more inclusive, accessible, or usable. Small changes can lead to meaningful impact.


[bookmark: _Toc222897978]Module 1 Pages

This module consists of five pages. Use the "Next" and "Previous" buttons at the bottom of the page to navigate through the content.

· 1.1 Introducing Module 1 (you are here)
· 1.2 What Is a Syllabus?
· 1.3 Understanding the U of T Context
· 1.4 Evaluating and Refining Your Syllabus
· 1.5 Module 1 References and Resources
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On this page:

· The Syllabus and Its Functions
· The Syllabus as a Performative Text
· How Do Students Use the Syllabus?
· Pause for Activity: Tracking Your Syllabus Revisions and Ideas
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A syllabus is more than just a course outline—it is a powerful tool for shaping the learning experience.

A well-designed syllabus can:

· Set the tone for the discipline and the learning environment
· Clarify expectations and guidelines for student success
· Communicate the responsibilities of both students and instructors
· Provide a course roadmap that connects learning outcomes, assessments, and activities
· Foster belonging and inclusivity by signalling an equitable and supportive learning space
· Highlight resources and supports that enhance student learning
· Motivate students and stimulate curiosity about the course content

Shifting Perspectives: From Contract to Learning Tool

While syllabi have traditionally been seen as contracts, they are increasingly recognized as dynamic learning tools that foster motivation, inclusivity, and engagement.

Viewing the syllabus solely as a contract of rules and policies can create an adversarial dynamic between instructors and students (Addy, Dube, Mitchell, & SoRelle, 2021). Instead, an effective syllabus blends multiple approaches to create a flexible, learner-centred document—a "living constitution" that evolves with student needs and fosters a collaborative learning environment.

Rather than adopting a single approach, an inclusive syllabus integrates all three perspectives—clearly outlining course expectations, setting an inviting tone, and providing students with a structured path to success.

	Approach
	Pros
	Cons

	Contract
	Clearly defines expectations and responsibilities
	May feel rigid and adversarial, reinforcing power imbalances

	Communication Tool
	Establishes instructor's tone and teaching philosophy
	May lack essential substantive elements

	Organizational Document
	Provides a clear roadmap for learning
	May not explicitly foster belonging and inclusion
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Your syllabus is often the first point of contact between you and your students. As a document that shapes first impressions of you, the course, and the discipline, an effective syllabus considers the perspectives of three key audience groups (Zakrajsek & Nilson, 2023):

· Students: What do they need to succeed?
· Instructors: What are their teaching goals, expectations, and philosophy?
· Institutions: What policies and academic standards apply, and what learning supports are available?

A syllabus does more than communicate information—it actively influences student motivation and engagement. Ludy et al. (2016) emphasize that syllabi should not only outline course requirements but also foster curiosity and interest in the subject.

Your syllabus content and structure will depend on your teaching context at U of T. The next page explores common syllabus elements and how they can support both students and instructors.
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Students interact with syllabi in different ways depending on their needs. Research suggests that students prioritize specific elements in the syllabus (Calhoon & Becker, 2008):

· Most attention: Important dates, grading policies
· Moderate attention: Course goals, learning objectives
· Least attention: Academic integrity policies, textbook details

Beyond logistics, students also use the syllabus to assess whether they "fit" in a course or program. A syllabus that explicitly signals inclusivity, belonging, and student support can enhance student confidence and engagement in their learning journey.

Understanding how students scan for key information—such as workload, assessments, expectations, and overall "fit"—can help you decide what to emphasize or make most visible when designing and communicating your syllabus. Refer to Module 3 for practical ideas on encouraging student interaction with your syllabus throughout the semester.
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As you progress through this module, reflect on your current syllabus (if applicable) or begin drafting a new one. Consider which syllabus elements you would like to add, modify, or remove to align with effective practices in inclusivity, accessibility, and usability.

· If you have a past syllabus: Review your syllabus as you move through the module, noting areas that could be refined or updated
· If you are creating a new syllabus: Begin outlining key elements based on what you learn in this module

At the end of this module, you will have the opportunity to evaluate your syllabus draft using a structured checklist. Before doing so, ensure you have reviewed your U of T academic handbook and instructor guide to incorporate any division-specific requirements.

Tip: Keep a running document or notes section where you track your syllabus revisions and ideas. This will help you apply what you learn in real time as you move through the SDF program.

[bookmark: _Toc222897984]1.3 Understanding the U of T Context

On this page:

· Navigating the U of T Context
· Syllabus Elements at U of T
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At the University of Toronto, course syllabi are more than instructional documents—they communicate institutional expectations, academic policies, key course details, and resources and supports for student success. While some syllabus elements are required university-wide, divisional guidelines may vary. Instructors should consult their faculty, division, or department for specific requirements.

⏸️ Pause for Activity: Locating Your U of T Academic Handbook and Instructor Guide

To ensure your syllabus aligns with institutional and divisional expectations, consult the relevant academic handbooks and instructor guides for your teaching context. These resources outline faculty- and division-specific syllabus requirements, policies, and effective practices.

How to Locate Your Division's Guidelines

· Review the list of U of T academic handbooks and instructor guides
· If your division or department is not listed, contact your hiring division or department for specific guidelines and requirements
· Bonus: Ask whether syllabus templates or sample syllabi are available

All U of T syllabi should comply with the Accessibility for Ontarians with Disabilities Act (AODA) and Copyright regulations. For guidance, connect with:

· Accessibility for Ontarians with Disabilities Act (AODA) Office
· CTSI Accessibility Guidelines for Teaching and Learning
· University of Toronto Libraries Scholarly Communications and Copyright Office

Note: Some divisions require syllabi to be uploaded to the Course Information System (CIS). Contact your hiring division or department for more information.

U of T Academic Handbooks and Instructor Guides

· University of Toronto Mississauga
· University of Toronto Scarborough
· Faculty of Arts & Science
· Faculty of Applied Science & Engineering (UTORid login required)
· Other Divisions and Departments—contact your hiring division or department for details
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Required Essential Information

All syllabi at U of T will include the following:

· Course contact information: instructor name, email, office hours, course website
· Marking scheme: methods of evaluation, weighting, due dates
· Plagiarism detection tool statement (if applicable, refer to the "Plagiarism Detection Tool: Syllabus Statement" section below)
· Late penalty policy (if applicable)
· Notification of recorded course meetings (if applicable)

Special Statements

Divisions may require additional statements, including:

· Academic integrity (refer to U of T's sample syllabus statement on academic integrity)
· Artificial intelligence use in assignments (refer to the "Use of Generative AI in Assignments: Sample Syllabus Statements" section below)
· Academic accommodations, including students with disabilities, religious observances, and family care responsibilities (refer to CTSI's sample statements for your course syllabi)
· Equity, diversity, and inclusion (refer to CTSI's sample statements for your course syllabi)
· Use of third-party tools (Tools Beyond Quercus and Teaching Tools Criteria Checklist)

Additional Syllabus Information

Divisions may require or recommend additional information, including:

· Course information: course name, number, and designator (e.g., ABC100H Intro to ABC), location/modality, meeting times
· Course description: Big ideas, key themes, learning objectives, course requirements
· Teaching assistant (TA) information: TA name, email, office hours
· Key dates: University and divisional important dates, special events
· Policies: Email policy, re-grading policy, absence declaration, Code of Behaviour on Academic Matters, Code of Student Conduct
· Learning supports: Student Life, Accessibility Services (St. George) / Accessibility Services (UTM) / AccessAbility Services (UTSC), Health & Wellness, Student Mental Health Resources, Centre for Learning Strategy Support, Writing Centres, U of T Libraries
· Required readings and materials: Textbooks, articles, resources (with access instructions)
· Course schedule: Week-by-week breakdown of course topics, assessments, and activities
· Evaluation information: Assessment descriptions, rubrics, and participation expectations

Plagiarism Detection Tool: Syllabus Statement

If your course requires a plagiarism detection tool, the following statement must be included in your syllabus without modification. For more details, refer to CTSI's Plagiarism Detection page.

"Normally, students will be required to submit their course essays to the University's plagiarism detection tool for a review of textual similarity and detection of possible plagiarism. In doing so, students will allow their essays to be included as source documents in the tool's reference database, where they will be used solely for the purpose of detecting plagiarism. The terms that apply to the University's use of this tool are described on the Centre for Teaching Support & Innovation web site (https://uoft.me/pdt-faq)."

Note: Instructors must exercise their independent professional judgment in, and assume responsibility for, determining whether a text has been plagiarized or not.

Use of Generative AI in Assignments: Sample Syllabus Statements

U of T provides sample syllabus statements to help instructors clearly communicate generative AI-use policies in coursework. These statements clarify whether generative AI tools are:

· ✔️ Permitted
· ⚠️ Permitted in certain instances or specific ways
· ❌ Not permitted

Download the sample syllabus statements from the OVPIUE's Generative Artificial Intelligence in the Classroom: FAQ's page.

Clearly explain how generative AI tools support or conflict with the pedagogical goals of the course.

Consider an opt-out option for students if you are encouraging the use of any third-party software in your courses (and remember that you must offer an alternative if you require a third-party tool), as the software may require a subscription fee and has not undergone a security review by the University. To date (August 2024), the only AI tool that is available to the U of T community that has been fully vetted is Microsoft Copilot.

Note: U of T offers Coursework and GenAI: A Practical Guide for Students, an open educational resource designed to enhance students' literacy around generative AI. The resource includes customizable modules that instructors can flexibly adapt and integrate into their courses across disciplines. Instructors may also choose to link to an adapted version of this resource in their syllabus to support students' understanding of generative AI tools and expectations.
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On this page:

· Evaluating Your Syllabus: A Checklist for Reflection
· Refining Your Syllabus for Learner-Centredness
· Applying Universal Design for Learning (UDL) to Your Syllabus
· Pause for Reflection: Planning Your Syllabus Design Next Steps
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A well-designed syllabus enhances student engagement, supports learning, and reflects inclusive teaching practices.

The checklist below is intended to support your reflection on the inclusion, accessibility, and usability of your syllabus, particularly from a student’s perspective. Not all elements listed will be relevant for every course, and your syllabus does not need to include all of them to be an effective learning tool. These prompts are meant to offer options, spark reflection, and guide your design process.

Download the editable Word version of the checklist to mark items, make notes, and adapt the prompts to your teaching context.

1. Rhetoric, Tone, and Language

Does your syllabus:

· Use welcoming and inclusive language?
· Address students directly using personal pronouns (e.g., "you," "we")?
· Include learning-oriented section headings?
· Express trust and high expectations instead of issuing commands?
· Foster approachability, respect, empathy, and commitment to student success?

Refer to Module 2 for key considerations and examples for tone and language.

2. Instructor Presence and Accessibility

Does your syllabus:

· Convey your enthusiasm for the subject?
· Share your experiences, research, or teaching interests?
· Clearly outline how and when students can contact you?
· Provide office hours and expectations for communication?
· Demonstrate organization and clarity in course structure?

3. Course Learning Experience

Does your syllabus:

· Clearly define learning outcomes and their relevance?
· Explain how the course fits into students' academic and career pathways?
· Connect learning outcomes, assessments, and learning activities?
· Include a transparent assessment plan with clear expectations?
· Offer multiple ways for students to demonstrate knowledge?
· Feature a variety of learning activities and engagement opportunities?
· Highlight diverse authors, perspectives, and materials?
· Provide a roadmap for student learning with a timeline of key dates, deadlines, and weekly workload?

4. Supporting Student Learning

Does your syllabus:

· Present essential course information in an easy-to-find location?
· Explain how student success is defined and supported?
· Clearly list required materials and where to find them?
· Provide guidance on academic and learning supports (e.g., libraries, learning strategy supports, writing centres, accessibility services)?
· Communicate course policies transparently and inclusively?
· Empower students by explaining how policies support their learning?
· Provide points of contact for academic, learning, and personal support?
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Now that you have evaluated your syllabus, consider refining it to be more learner-centred. A learner-centred syllabus prioritizes student motivation, inclusion, and engagement by highlighting:

· What students will learn (learning outcomes)
· How students will learn and how the instructor will support learning
· Why specific assessments and activities were chosen

Characteristics of a Learner-Centred Syllabus

· Uses inclusive, welcoming, and motivating language
· Features engaging, question-driven course descriptions
· Presents clear and measurable learning outcomes
· Explains assessments transparently
· Outlines a detailed, well-structured course schedule
· Connects students with relevant academic, learning, and personal supports
· Fosters a sense of belonging and student investment

One approach to refining a learner-centred syllabus is by applying Universal Design for Learning (UDL) principles.
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Universal Design for Learning (UDL) is a proactive approach to course design that reduces barriers and welcomes learner variability. UDL considers the why, what, and how of learning to make learning experiences more inclusive and accessible.

UDL Strategies for Syllabus Design

Explore the strategies below and identify one you would like to implement in your syllabus.

Want more ideas? Explore CAST's UDL Syllabus page for example syllabus components that embed UDL considerations.

Engagement: The "Why" of Learning

Goal: Foster student motivation and inclusivity.

· Explain why the course is meaningful and relevant to students' academic, professional, and personal experiences
· Use clear, intentional statements that reflect your commitment to inclusion
· Outline expectations for inclusive classroom engagement

Representation: The "What" of Learning

Goal: Provide multiple ways for students to access content.

· Offer syllabus content in varied formats (e.g., text, image, audio, video)
· Include diverse voices, perspectives, and identities in course materials
· Clarify disciplinary language, symbols, and expectations

Action & Expression: The "How" of Learning

Goal: Support diverse ways for students to participate and demonstrate learning.

· Offer flexible ways to engage with course activities and assessments
· Provide timelines and strategies for student success
· Highlight resources that promote learning and reflection
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Now that you have evaluated your syllabus draft using the checklist, take a moment to reflect on what you discovered and plan your next steps.

· What jumped out at you from your syllabus draft? Were there any elements that surprised you?
· What areas in the syllabus can be strengthened? Did any gaps or inconsistencies emerge?
· What changes are you considering? How might you refine your syllabus to enhance inclusivity, accessibility, and usability?
· How and when will you implement these changes? What immediate revisions can you make, and what longer-term changes might require more time?

Continue refining your syllabus by exploring the next two modules:

· Module 2: Embedding Inclusive Practices in Your Syllabus: Integrate equity, diversity, and inclusion (EDI) into your syllabus
· Module 3: Creating an Accessible and Usable Syllabus: Improve syllabus design and dissemination to support diverse learners

Tip: Consider inviting a colleague to review your syllabus for formative feedback and additional insights.
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[bookmark: _Toc222897993]Congratulations!

You've reached the end of Module 1: Understanding Syllabus Design in the U of T Context. In this module, you explored the role of the syllabus in higher education, examined institutional guidelines, and considered how your syllabus can evolve to support student learning.

By completing this module, you have:

· Recognized the syllabus as a dynamic document that evolves based on student needs, teaching goals, and disciplinary norms;
· Identified institutional guidelines and expectations for syllabus design at the University of Toronto; and
· Evaluated and refined your syllabus using principles of inclusivity, accessibility, and usability.
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The following list includes references cited in this module as well as optional additional resources for further exploration. Reviewing these resources is not required but may help you deepen your understanding of syllabus design. You are welcome to explore them at your own pace.
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U of T Resources

· Academic Integrity: Writing and Using a Syllabus
· AccessAbility Services (UTSC)
· Accessibility for Ontarians with Disabilities Act (AODA) Office
· Accessibility Services (St. George)
· Accessibility Services (UTM)
· Accessibility Services Resource Library
· ACORN Absence Declaration Tool
· Centre for Learning Strategy Support
· Code of Behaviour on Academic Matters
· Code of Student Conduct
· Course Information System (CIS)
· CTSI Accessibility Guidelines for Teaching and Learning
· CTSI Developing a Course Syllabus
· CTSI Divisional Support Contacts
· CTSI Microsoft Copilot
· CTSI Plagiarism Detection
· CTSI Sample Statements for Your Course Syllabi
· CTSI Syllabus Design Foundations: Reflection Checklist (docx) 
· CTSI Teaching Tools Criteria Checklist
· CTSI Teaching with Generative AI at U of T: U of T Teaching Examples: Syllabus Statements and Generative AI
· CTSI Teaching with Universal Design for Learning at U of T
· CTSI Tools Beyond Quercus
· CTSI Universal Design for Learning
· CTSI Universal Design for Learning Foundations (UDLF) Self-Paced Program
· Faculty of Applied Science & Engineering Faculty and Staff Hub (UTORid login required)
· Faculty of Arts & Science Academic Handbook for Instructors
· GenAI Literacy Course Modules
· Health & Wellness
· OVPIUE Generative Artificial Intelligence in the Classroom: FAQ's
· OVPS Academic Accommodations
· OVPS Accommodations for Religious Observances
· Student Life
· Student Mental Health Resource
· University of Toronto Libraries (UTL)
· UTL Scholarly Communications and Copyright Office
· UTM Academic Planning and Policy
· UTSC Academic Handbook for Faculty and Staff
· Writing Centres
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Welcome to Module 2: Embedding Inclusive Practices in Your Syllabus.

A syllabus is more than just a course document—it plays a critical role in shaping students' learning experiences and sense of belonging. Kevin M. Gannon (2020) builds upon Ken Bain's (2004) notion of the "promising syllabus," observing that whether instructors realize it or not, syllabi make promises to students. These promises shape students' perceptions of the course, the instructor, and their own potential for success. A syllabus is a starting point for conversations about learning and an opportunity to signal equity, diversity, and inclusion.

Learning Outcomes

What EDI (equity, diversity, and inclusion) promises are embedded in your syllabus? This module explores four key areas where EDI principles can be integrated and communicated in syllabus design.

By the end of this module, you will be able to:

· Integrate identity-affirming practices into your syllabus, such as "About Me" introductions, diversity statements, and land acknowledgments;
· Apply inclusive tone, language, and interaction guidelines to signal a welcoming and respectful classroom culture;
· Clarify success and learning expectations by refining course pacing and defining engagement and assessment criteria; and
· Diversify course content and perspectives by critically examining reading lists, course descriptions, and learning objectives.

Note: You don't need to revise everything at once. Start small using the Plus-One Strategy (Tobin & Behling, 2018)—choose one EDI-related element to strengthen in your syllabus. Iterative, focused changes can make a meaningful difference in creating inclusive learning environments.
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This module consists of six pages. Use the "Next" and "Previous" buttons at the bottom of the page to navigate through the content.

· 2.1 Introducing Module 2 (you are here)
· 2.2 Recognizing Identities and Positionalities
· 2.3 Communicating Classroom Culture and Expectations
· 2.4 Defining Success and Supporting Learning
· 2.5 Diversifying Course Content and Perspectives
· 2.6 Module 2 References and Resources
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On this page:

· How Do Identities and Positionalities Shape Teaching and Learning?
· Identities in Action: Key Considerations and Examples
· Pause for Reflection: Applying These Strategies to Your Syllabus
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Your identities and positionalities influence how you teach, interact with students, and design your course. In turn, students' identities, lived experiences, and positionalities shape how they engage with the course, approach learning, and experience belonging in the classroom.

By intentionally reflecting on and sharing aspects of your own identity, you can:

· Humanize your role as an instructor and foster student-instructor connections
· Clarify your pedagogical approach and the values that shape your teaching
· Model transparency and openness, encouraging students to reflect on their own identities and perspectives

You can communicate your commitment to equity, diversity, and inclusion (EDI) in your syllabus through:

· An "About Me" Introduction: Personalizing your syllabus to build instructor-student rapport
· A Diversity Statement: Establishing classroom norms around inclusion, respect, and shared responsibility
· A Land Acknowledgment: Recognizing Indigenous Peoples, land rights, and colonial legacies

Each of these elements serves as an opportunity to signal your EDI priorities and create an identity-affirming, inclusive learning environment.

Positionality

Positionality refers to the idea that "people are defined not in terms of fixed identities, but by their [social] location within shifting networks of relationships, which can be analyzed and changed" (Maher & Tetreault, 2001, as cited in Misawa, 2010).

As MacKay et al. (2022) note in Advancing Equitable and Inclusive Experiential Learning Opportunities: A Five-Stage Framework for Change, positionality reflects the relational nature of people's various social identities (e.g., ability, race, gender, sexuality) and how these identities may become more or less salient depending on the environment. These dynamics can influence power, privilege, and participation in teaching and learning settings. Your positionality shapes the decisions you make about course content, examples, policies, and interactions, and it influences how students interpret your expectations and communication choices.
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"About Me" Introduction

The "About Me" section provides students with insight into who you are beyond your title and credentials. Artze-Vega et al. (2023) suggest including:

· A photograph or video introduction to personalize your syllabus
· How to pronounce your name and what your pronouns are
· Your research, disciplinary background, and recreational interests
· Fun facts to establish approachability

Refer to CAST's UDL Syllabus for syllabus components and examples.

Worried about the length of your syllabus? Consider adding a table of contents in your syllabus document or including these elements in your Quercus course site and providing a hyperlink to the information in your syllabus.

Diversity Statement

A diversity or inclusion statement sets the tone for an inclusive and respectful classroom climate. It signals your commitment to equity and provides students with a sense of belonging and shared responsibility. Fuentes et al. (2020) recommend that diversity statements include:

· A proclamation of respect for diversity and inclusion
· A clear recognition of different dimensions of diversity (e.g., race, gender, ability, socioeconomic status, language)
· An explicit valuing of diverse perspectives in discussions and coursework
· Expectations for classroom engagement that promote equity, respect, and inclusivity
· A note on how micro- and macro-aggressions will be addressed as learning moments

Examples and ideas:

· Hogan & Sathy (2022) offer several sample statements in Table 3.2 (pp. 58–60)
· Artze-Vega et al. (2023) provide two sample statements on pp. 78–79

Land Acknowledgment

A land acknowledgment raises awareness of Indigenous Peoples, land rights, and the impact of colonialism. A meaningfully crafted land acknowledgment can:

· Signal awareness and commitment to decolonization in education
· Provide an opportunity to engage with Indigenous perspectives and knowledge
· Serve as a starting point for further reflection and action in the curriculum

Resources to consult:

· Answering the Call - Wecheehetowin. Final Report of the Steering Committee for the University of Toronto Response to the Truth and Reconciliation Commission of Canada (2017)
· University of Toronto's Land Acknowledgement Page
· Native Land Digital's Territory Acknowledgement Resource

When including a land acknowledgment, aim to make it meaningful to your teaching context by avoiding generic or copy-and-paste statements and reflecting briefly on why it matters for your course or discipline.


[bookmark: _Toc222898002]⏸️ Pause for Reflection: Applying These Strategies to Your Syllabus

When refining your syllabus, ask yourself:

· Does my syllabus help students understand who I am as an instructor?
· Have I communicated clear expectations for an inclusive and respectful classroom culture?
· Does my syllabus recognize Indigenous perspectives and histories in a meaningful way?
· How can I use these syllabus elements to foster student engagement and belonging?

By embedding identity-affirming components into your syllabus, you create a more inclusive, student-centred learning experience that values diversity and equity.
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The syllabus is more than an informational document—it serves as the first point of interaction between instructors and students (Wagner et al., 2023). The syllabus helps establish the learning environment, course culture, and expectations while reflecting the interests of various academic communities, including students, instructors, departments, and the institution (Zakrajsek & Nilson, 2023; Center for Urban Education, 2020).

The tone, language, and interaction guidelines within a syllabus can shape students' initial perceptions of the course, their sense of belonging, and their ability to succeed. By intentionally crafting a syllabus that is welcoming, transparent, and accessible, instructors can foster an inclusive classroom environment where all students feel valued and supported.

The following section explores how tone, language, and interactions contribute to creating a classroom culture that supports engagement, equity, and community building.
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Tone

The syllabus sets the emotional climate of the course. The way policies, expectations, and course information are phrased can affect how students perceive their ability to succeed. Hogan and Sathy (2022) and the Center for Urban Education (2020) encourage instructors to cultivate a warm and welcoming tone by:

· Using first-person statements (e.g., "I," "me," "we," "us") to make the syllabus feel conversational and engaging
· Avoiding uppercase (ALL CAPS) letters for emphasis, which can feel like shouting
· Replacing command-based language (e.g., "Students must," "You will") with more collaborative phrasing (e.g., "Students can," "You may") to foster a sense of autonomy and partnership

Language

Language in the syllabus helps communicate course expectations, classroom norms, and disciplinary culture. However, some policies, professional competencies, and institutional language may be standardized and non-editable. In these cases, Artze-Vega et al. (2023) invite instructors to:

· Reframe policies in ways that clarify their purpose and highlight how they support student success
· Define disciplinary jargon and hidden curriculum terms (e.g., "office hours" might be unfamiliar to first-year students—consider defining them as "dedicated times for student questions and discussions")
· Anticipate and address common student concerns by providing clear, supportive guidance (e.g., how to contact you, how to submit assignments, or where to find course materials)

In addition, instructors can use autonomy-supportive language to promote motivation and a sense of agency. Drawing on Merchán Tamayo et al. (2022), this involves:

· Providing choices within specific rules or limits (e.g., "You can choose between two assignment topics")
· Offering rationales for tasks and policies (e.g., "This reflection activity helps you connect theory to practice")
· Acknowledging students' perspectives (e.g., "We recognize that this may be a busy time in your term—reach out if you need flexibility")
· Encouraging initiative and self-directed learning (e.g., "You're welcome to explore additional readings related to your interests")
· Avoiding controlling language, instead using phrases that communicate trust and respect (e.g., replacing "You must attend every class" with "Consistent participation helps build our learning community")

Interactions

The syllabus serves as an initial blueprint for student-instructor and peer-to-peer interactions. Addy et al. (2021) emphasize that the syllabus can help establish inclusive classroom citizenship by:

· Outlining community guidelines for respectful engagement and participation (e.g., "We will co-create guidelines to support respectful dialogue, active listening, and inclusive participation")
· Encouraging collaborative goal-setting (e.g., "In this course, we will work together to create a learning environment that supports all students in achieving their learning goals")
· Providing information on available resources (e.g., how to contact the instructor, relevant academic support services, and mental health resources)
· Demonstrating instructor availability and approachability (e.g., "I encourage students to reach out via email or office hours to discuss course materials, questions, or concerns")


[bookmark: _Toc222898006]⏸️ Pause for Reflection: Applying These Strategies to Your Syllabus

Your syllabus is an opportunity to model the type of learning environment you wish to create. Consider asking yourself:

· Does my syllabus welcome students into the course?
· Are policies written in a way that encourages learning rather than enforcing compliance?
· Have I provided clear expectations for respectful and productive interactions?
· Am I setting a tone that fosters curiosity, engagement, and student success?

By refining tone, language, and interaction expectations, your syllabus can move beyond a contractual document and serve as a tool for student empowerment and inclusivity.
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The syllabus is more than a document outlining assignments and deadlines–it frames how learning happens in your course. As an instructor, you facilitate learning by structuring the course pacing and defining what success looks like for students.

A well-designed syllabus creates a roadmap that helps students understand:

· How the course is structured over time and what learning opportunities they can expect
· What it means to succeed in the course and how to engage meaningfully with assessments, feedback, and learning goals
· How to navigate challenges and seek support throughout their learning journey

For guidance on designing your course with a structure that fosters student learning, consult CTSI's Course Design Foundations (CDF) program—a self-paced resource focused on aligning learning outcomes, assessments, and learning activities, alongside equity, diversity, and inclusion (EDI) and Universal Design for Learning (UDL) principles.

The following section explores two essential aspects of supporting student learning in your syllabus:

· Pacing: Structuring course time to balance challenge, flexibility, and opportunities for feedback
· Defining Success: Clearly articulating expectations, learning resources, and support systems
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Pacing

A well-paced course structures "coursetime"—balancing scheduled instruction, student work, and feedback loops. Germano and Nicholls (2020) describe two types of time captured in a syllabus:

· Chronos (clock time): Scheduled deadlines, meetings, and due dates
· Kairos (opportune time): Time for reflection, creativity, and deeper engagement

These ideas translate into coursetime, where pacing:

· Creates a course rhythm with scheduled classes, labs, check-ins, and due dates
· Affects how students engage with readings, assignments, and feedback
· Can support flexibility by acknowledging religious observances, personal obligations, and student well-being
· Allows for deeper learning, flexibility, and reflection

Defining Success

Success in a course is more than earning grades—it's about engagement, growth, and skill-building. Zakrajsek and Nilson (2023) recommend fostering a "learning orientation"—valuing mistakes, emphasizing skill development, and highlighting the real-world relevance of course content. Addy et al. (2021) encourage instructors to give students clear tools for success in the syllabus by:

· Defining what success looks like in relation to participation, assessments, and feedback
· Providing tips and strategies to help students navigate the ups and downs of the learning journey
· Normalizing mistakes as part of learning by framing challenges as learning opportunities
· Encouraging help-seeking by highlighting how students can make use of academic and wellness supports
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To refine your syllabus, ask yourself:

· Does the pacing support student engagement while maintaining academic rigour?
· Have I defined what success looks like in clear, supportive terms?
· Does the syllabus offer relevant resources (e.g., learning supports, writing supports, and mental health supports) and strategies to help students succeed?
· How does the course structure support flexible learning opportunities?

By integrating pacing strategies and defining success clearly, your syllabus can serve as a roadmap for student learning and achievement.
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The materials we include in our courses—reading lists, course descriptions, and learning outcomes—signal to students whose knowledge is valued and whose perspectives are missing. A diverse syllabus ensures that students see themselves and others represented in the field while engaging with a range of perspectives, voices, and ways of knowing.

The following section explores two key ways to integrate diverse perspectives and voices into your syllabus:

· Reevaluating Reading Lists: Examining representation in course materials
· Enhancing Course Descriptions and Learning Outcomes: Highlighting the relevance, value, and inclusivity of learning experiences
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Reading Lists

The materials you assign in your course help shape students' understanding of whose knowledge is valued in your discipline. Students learn who is considered an authority—and whose perspectives are excluded—by examining the authors, voices, and stories that appear in the syllabus.

Artze-Vega et al. (2023) recommend that instructors reflect on the following questions when reviewing their course readings:

· Whose perspectives are represented in primary course texts?
· What are the identities of the authors and editors?
· How are minoritized identities portrayed? Do the readings reinforce deficit narratives or highlight strengths and contributions?
· What ways of knowing are being privileged?
· Does your syllabus demonstrate to students that everyone has a place in your field of study?

Citation is not neutral. As Gill and Hector (2024) emphasize, citation practices shape disciplinary legitimacy and recognition—affecting whose voices are included, and whose are left out. These practices have real implications for tenure, promotion, and funding within academic systems.

As you reflect on your course readings and materials, consider the following steps offered by Gill and Hector (2024) to identify and address gaps:

· Conduct a critical audit of your reading list: Look for patterns in identity, geography, epistemology, and authorship
· Explore citation networks or regional databases: Use tools like Google Scholar's "Cited By" feature or subject-specific repositories to locate diverse perspectives related to your core course topics
· Include alternative sources and format: Incorporate podcasts, multimedia, blog posts, or community-authored works alongside traditional academic texts to broaden the range of voices and ways of knowing
· Consult with your liaison librarian: U of T libraries offer discipline-specific support—liaison librarians can help you locate, evaluate, and integrate diverse sources into your course
· Talk to colleagues: Reach out to peers within and beyond your discipline for recommendations and ideas about inclusive texts and authors
· Collaborate with students: Invite students to reflect on whose perspectives they feel are missing and to suggest alternative sources or voices they've encountered

Course Descriptions and Learning Outcomes

The course description and learning outcomes shape student expectations and signal the relevance of course content. Fuentes et al. (2020) suggest that instructors consider short-, mid-, and long-term updates:

· Short-term: Add a "My Course Overview" section to highlight EDI-infused topics and teaching practices
· Mid-term: Update objectives to integrate multicultural and diversity aspects (e.g., "In this course, students will consider how multicultural and diversity factors shape key concepts in this field."
· Long-term: Work with the curriculum committee to make department-wide course description updates
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U of T Libraries offer a range of supports to help you meet your teaching goals and support your students' learning needs, including:

Faculty Liaison Librarians

Every subject area has a dedicated liaison librarian who can help you:

· Identify and integrate diverse, discipline-specific readings
· Ensure the library's collection supports your course assignments

Course Readings, Reserves, and Syllabus Services

Library staff can:

· Check your syllabus for copyright compliance
· Assist with course reserves to ensure equitable access to required materials
· Retrieve, scan, and embed readings into your Quercus course
· Purchase eBooks when available

Library Instruction

In addition to open workshops, librarians can provide course-specific support through:

· In-class presentations or custom workshops tied to assignments
· Online research guides and short instructional videos
· Office hours or drop-in sessions for student research support
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To diversify course content, ask yourself:

· Do the reading lists and course materials represent diverse perspectives and knowledge systems?
· Does the course description signal the relevance, value, and authenticity of learning?
· Do the learning objectives promote critical engagement with diverse perspectives?
· How can I use institutional resources (e.g., U of T Libraries) to make inclusive revisions?

By incorporating diverse content and perspectives, your syllabus becomes a tool for equity, engagement, and student success.
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You've reached the end of Module 2: Embedding Inclusive Practices in Your Syllabus. Throughout this module, you explored how a syllabus can serve as a tool for fostering equity, diversity, and inclusion (EDI) and contribute to a more inclusive and student-centred learning environment.

EDI is not a checklist—it's an ongoing, iterative process. The syllabus reflects both the visible and hidden curricula, explicit and implicit guidelines, and written and unwritten expectations that shape student learning. By integrating and communicating EDI principles across four key areas—identities, environment and culture, facilitation, and discipline and content—instructors can clarify their promises to support student learning.

EDI work requires ongoing reflection and adaptation. The more we refine our syllabi to signal inclusion, belonging, and equitable learning opportunities, the more we create classrooms where all students can thrive.

By completing this module, you have:

· Integrated identity-affirming practices into your syllabus, such as "About Me" introductions, diversity statements, and land acknowledgments;
· Applied inclusive tone, language, and interaction guidelines to signal a welcoming and respectful classroom culture;
· Clarified success and learning expectations by refining course pacing and defining engagement and assessment criteria; and
· Diversified course content and perspectives by critically examining reading lists, course descriptions, and learning objectives.
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Welcome to Module 3: Creating an Accessible and Usable Syllabus.

A well-designed syllabus is accessible, user-friendly, and learner-centred. The syllabus serves as a tool that fosters motivation, inclusivity, and engagement. In this module, you will explore how to enhance the accessibility and usability of your syllabus by refining document setup, formatting, and distribution strategies.

Learning Outcomes

By the end of this module, you will be able to:

· Apply accessibility principles to syllabus structure and formatting to enhance usability for all learners;
· Implement strategies for sharing and distributing the syllabus to enhance student engagement; and
· Explore graphic-rich syllabus designs that enhance readability, interactivity, and student-centred learning.

Note: You don't have to do it all at once. Start small using the Plus-One Strategy (Tobin & Behling, 2018)—choose one formatting, accessibility, or sharing feature to improve. Small steps can lead to a more accessible and usable syllabus over time.
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This module consists of five pages. Use the "Next" and "Previous" buttons at the bottom of the page to navigate through the content.

· 3.1 Introducing Module 3 (you are here)
· 3.2 Structuring and Formatting Your Syllabus
· 3.3 Sharing and Distributing Your Syllabus
· 3.4 Exploring Additional Design Considerations
· 3.5 Module 3 References and Resources
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On this page:

· Syllabus Length and Organization
· Syllabus File Format
· SLIDE into Document Accessibility
· Pause for Activity: SLIDE-ing into Document Accessibility
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The length and structure of your syllabus will depend on several factors:

· Divisional Guidelines: Some divisions and departments provide a syllabus template or require specific formatting
· Learners' Needs: Consider who your students are and how they will access and use the syllabus
· Intended Use: Think about how your syllabus can facilitate learning and motivate students throughout the course

Usability Tip: Structure your syllabus using clear headings and subheadings. Applying built-in heading styles (e.g., Heading 1, Heading 2) not only improves readability but also allows students to quickly navigate the document—especially when using screen readers or digital tools like the navigation pane in Word or the bookmarks panel in PDF.
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At U of T, your syllabus may be shared in different formats depending on your teaching context and divisional requirements.

Common syllabus file formats include:

· Word Document (docx): Editable, easy to update, and includes an accessibility checker. All U of T instructors have access to Microsoft Office 365, which includes Word, Excel, and PowerPoint.
· Portable Document Format (PDF): Preserves formatting but must be formatted properly to maintain accessibility. Use the Save as PDF option in Word to retain accessibility features.
· Web Format via Quercus: Editable, housed within the Quercus course site, and includes an accessibility checker. Most U of T courses use Quercus.

Note: Some divisions require syllabi to be uploaded to the Course Information System (CIS). Contact your hiring division or department for more information.

Syllabus File Format from the Students' Perspectives

Consider how students may interact with your syllabus throughout the term. Some may prefer a printed copy they can highlight or annotate on paper, while others may choose to view and engage with the syllabus digitally.

· Word and PDF formats offer flexibility—students can download, save, print, highlight, and annotate these files using word processors, PDF readers, or on paper if printed. These formats are especially helpful for students who want to mark up key information or add notes for reference.
· Web format via Quercus is accessible on multiple devices; however, students may need guidance on how to print or save the web format. For example, using the web browser's "Print" function allows the syllabus to be saved as a PDF or printed on paper. Once saved as a PDF or printed on paper, students can then highlight and annotate the syllabus.

Providing your syllabus in a format that supports multiple modes of access and interaction helps ensure that all students can engage with it in the way that best supports their learning.

The Key Takeaway: Usability Matters!

Whether your syllabus is short or long, in Word, PDF, or Quercus, it should be easy to read, navigate, and use for all learners. Ensure your syllabus is:

· Physically accessible: Easy to access, use, and interact with in ways that support different reading and learning preferences
· Digitally accessible: Screen-reader friendly with proper headings and structure
· Cognitively accessible: Organized logically for ease of use
· Socially/emotionally accessible: Uses a welcoming tone and inclusive language
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The SLIDE framework, developed by Luis Pérez (CAST), offers an easy-to-remember approach to making your syllabus accessible and user-friendly.

For more on document accessibility, consider reviewing the CTSI Accessibility Guidelines for Teaching and Learning and attending a Digital Document Accessibility training session with the Accessibility for Ontarians with Disabilities Act (AODA) Office.

	SLIDE Element
	Action and Benefits

	Styles
	· Action: Use built-in heading styles (e.g., Heading 1, Heading 2) instead of manually formatting text
· Why? Headings create a logical structure, improving navigation for students and screen readers
· Bonus: Headings allow for automatic table of contents generation and easier document editing

	Links
	· Action: Use descriptive text for hyperlinks (e.g., "Read the ABC100H Intro to ABC Syllabus (docx)") instead of generic phrases like "Click here"
· Why? Screen readers can interpret where the link leads, improving accessibility and usability
· Bonus: Helps students quickly scan and identify relevant information

	Images
	· Action: Add alternative text (alt text) to describe the purpose and meaning of images
· Why? Screen readers can read aloud the description, improving comprehension
· Avoid: Using images of text—instead, provide important content in text format

	Design
	· Action: Ensure sufficient colour contrast (e.g., dark text on a light background) and use readable fonts
· Why? High contrast improves readability for students with visual impairments
· Bonus: Reduces eye strain and enhances focus for all students

	Evaluation
	· Action: Use built-in accessibility checkers in Word, PDF, and Quercus to detect common accessibility issues
· Why? Identifies common accessibility problems such as improper heading structure, unclear link description, missing alt text, and poor colour contrast
· Bonus: Provides step-by-step guidance on fixing accessibility issues



Start Small

Remember: You don't need to implement every accessibility or formatting practice at once. Small, incremental changes—such as improving one heading level, revising one link, or adding alt text to one image—can make a meaningful difference in how students interact with your syllabus. Start with one improvement and build from there over time.
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Try applying one SLIDE element to your syllabus document. Which SLIDE element will you implement first?

· Formatting headings?
· Improving link descriptions?
· Adding alt text to images?
· Checking colour contrast?
· Running the accessibility checker?
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On this page:

· Posting and Sharing Your Syllabus on Quercus
· Pause for Reflection: Deciding Where and How to Post Your Syllabus On Quercus
· Inviting Students to Engage with and Use the Syllabus
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Most U of T students expect to find the syllabus on Quercus, and students registered with Accessibility Services may request a copy of the syllabus in advance of the course. Consider where and how you post your syllabus to ensure it is easy to find and access.

Below are several ways U of T instructors can share the syllabus on Quercus using pages, modules, and the Syllabus tool. Pages (when set as a Front Page), modules, and the Syllabus tool can be set as the Quercus Home Page.

Using Pages

Action:
· Hyperlink to the syllabus file on a Page, OR
· Present the syllabus content on a Page

Benefits: Allows for additional context framing the syllabus file or content

Bonus: Pages allow for rich content formatting, embedding images, videos, and links

Example: The current page you are viewing in this program is built within Pages

Using Modules

Action: Add the syllabus file as one module item with a Module

Benefits:
· Provides a structured and organized location for syllabus access
· Ensures the syllabus is grouped with other key course materials

Bonus: Works well for students who prefer a linear course structure

Example: Module 1 includes the Syllabus Reflection Checklist (docx) as a module item

Using Pages and Modules

Action:
· Present the syllabus content on one or more Pages
· Then, add the Page(s) to a Module for structured navigation

Benefits:
· Best of both worlds—combines the flexibility of Pages with the structured navigation of Modules
· Keeps the syllabus integrated into the course structure while allowing for rich content formatting

Bonus: Customizable access—you can control the visibility and availability of Pages within a Module over time

Example: Modules 1, 2, and 3 of this program use Pages and Modules to organize the content

Using the Syllabus Tool

Action: Use the built-in Syllabus tool to display the syllabus alongside Course Navigation links

Benefits: Streamlined access—the syllabus remains easily available via the left-hand Course Navigation

Note: Turn off the Course Summary option to ensure students refer to your syllabus for all important dates

Example: Instructure, the creators of Canvas (Quercus), provide instructions and screenshots of the Syllabus tool for further guidance
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Not sure where to post your syllabus? Consider the following prompts to help you ensure that students can consistently find and engage with your syllabus.

· How many places will need to be updated if changes occur?
· Does the format work across different devices (laptop, tablet, phone)?
· Can students easily locate the syllabus and navigate to key sections?
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Many students skim the syllabus on the first day of class but rarely return to it unless they need details about important dates and grading policies. To ensure students actively use the syllabus as a learning tool, consider interactive strategies at the beginning of the course and reinforce its importance throughout the term.

Engaging Students at the Beginning of the Course

Instead of just telling students to read the syllabus, encourage active engagement with these strategies:

· Figure Out Why: Invite students to review class policies and discuss the rationale (the "why") behind each policy with a partner or small group before sharing ideas in a larger class discussion
· Learning Outcomes Mapping: Assign one learning outcome to each small group and ask them to map how it connects to course assessments, activities, and content
· Say Something: Have students read a short section of the syllabus and share one key takeaway with a partner or small group
· Semester Planning: Encourage students to add key deadlines to a calendar and plan ahead for busy times using tools like the Assignment Planner or by accessing support from peer mentors or learning strategists
· Syllabus Annotations: Use a collaborative document where students can leave comments, ask questions, or share observations on different sections of the syllabus
· Syllabus Quiz: Create a low-stakes quiz to help students review and retain key syllabus information, such as important dates, policies, and expectations
· Syllabus Reconnaissance: Ask students to identify five key details they believe are most important, then discuss their selections in small groups or with the class
· Syllabus Scavenger Hunt: Provide students with a list of prompts or questions that require them to locate specific information in the syllabus

Using the Syllabus Throughout the Course

To encourage students to regularly refer to the syllabus:

· Mention the syllabus frequently in class discussions and emails
· Link to the syllabus in your email signature for quick access
· Encourage students to use the syllabus as an ongoing planning tool—for example, by breaking down the tasks required for each assessment and visually mapping these on a calendar
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On this page:

· Graphic-Rich Syllabus Designs
· Creating Accessible and Usable Graphic-Rich Designs
· Pause for Reflection: Designing Your Syllabus
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A syllabus does not have to be a dense document filled with text—it can be engaging, interactive, and visually appealing while still communicating essential course information. Accessible, graphic-rich syllabus designs can enhance:

· Readability: Visually structured content can be easier to scan and absorb
· Interactivity: Hyperlinks, embedded media, and graphics can make the syllabus a dynamic resource
· Student-centred learning: A well-designed syllabus fosters motivation, inclusivity, and engagement

Before exploring graphic-rich syllabus designs, consult your department or division's guidelines. Some divisions may have specific formatting or content requirements. Instructors should adapt their syllabus designs accordingly to maintain required policies and structures.

Examples of Graphic-Rich Syllabus Designs

· Interactive Syllabus (Richards, 2001): Embeds hyperlinks and multimedia content for a digital, engaging experience
· Graphic Syllabus and Outcomes Map (Nilson, 2007): Uses diagrams, flowcharts, or concept maps to visually organize course topics and learning outcomes
· Newsletter Format Syllabus (Hangen, 2011): Features section highlights, instructor insights, and visuals in an easy-to-read, newsletter style
· Liquid Syllabus (Pacansky-Brock, 2014): Provides a mobile-friendly website that introduces students to the course before the first day and promotes early engagement
· Comic-Book Spread Syllabus (Gooblar, 2017): Presents syllabus content in an illustrated narrative format for visual engagement
· Infographic Syllabus (Newbold, 2017): Condenses key syllabus information into visual summaries, graphs, and charts

As you experiment with creative designs, aim for visuals that enhance clarity and access for all students. Effective graphic-rich syllabi balance creativity with usability.
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Your syllabus likely already incorporates interactive elements such as hyperlinks. When adding images, videos, and alternative formats, ensure accessibility and usability by:

· Providing Alternative Text (Alt Text): Add descriptive alt text for images, diagrams, flow charts, and charts
· Providing Transcripts or Captions: Ensure audio has transcripts and video has captions
· Ensuring Sufficient Contrast: Use high-contrast colours for readability (e.g., dark text on a light background)
· Using Readable Fonts: Consider text sizes and font styles for readability
· Check Formatting Across Multiple Views: Make sure the interactive elements are perceivable, operable, and understandable across desktop, tablet, and mobile, alongside assistive technologies (e.g., screen readers, voice commands)
· Run an Accessibility Checker: Use built-in accessibility checkers (Word, PDF, Quercus, or browser extensions) to identify and fix common accessibility issues

Refer to the SLIDE framework discussed earlier to maintain document accessibility.
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Your syllabus design choices will be guided by your audience: students, instructor(s) (you), and the institution. Consider:

· Who are my students, and what will engage them most effectively?
· What format aligns with my teaching philosophy and course objectives?
· Does the syllabus structure promote accessibility and ease of use?
· Does my division or department have specific formatting guidelines?

Have fun with your syllabus design! Your syllabus can be more than just a course outline—it can be a dynamic and powerful learning tool.
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[bookmark: _Toc222898037]Congratulations!

You have completed Module 3: Creating an Accessible and Usable Syllabus. Throughout this module, you explored strategies to enhance the accessibility and usability of your syllabus by refining document setup, formatting, and distribution strategies.

By completing this module, you have:

· Applied accessibility principles to syllabus structure and formatting to enhance usability for all learners;
· Implemented strategies for sharing and distributing the syllabus to enhance student engagement; and
· Explored and refined creative syllabus designs that enhance readability, interactivity, and student-centred learning.
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The following list includes references cited in this module as well as optional additional resources for further exploration. Reviewing these resources is not required but may help you deepen your understanding of syllabus design. You are welcome to explore them at your own pace.
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· Zaza, C. (2024). Postsecondary course accessibility guide. University of Waterloo.

U of T Resources

· Accessibility Information for U of T
· CLSS Learning Strategist Appointments
· CLSS Peer Mentor Appointments
· Course Information System (CIS)
· CTSI Accessibility Guidelines for Teaching and Learning
· CTSI Captioning Recorded Videos
· CTSI Developing a Course Syllabus
· CTSI Quercus Modules and Pages
· Materials for Accessible Communication
· UTSC CTL Sharing Your Syllabus
· UTSC Assignment Planner
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[bookmark: _Toc222898041]Congratulations!

You've completed the Syllabus Design Foundations (SDF) self-paced learning program. Throughout the program, you had the opportunity to reflect on, refine, and design an inclusive, accessible, and user-friendly syllabus that serves as a powerful learning tool.

As you finalize your syllabus, use the Syllabus Reflection Checklist (docx) to generate ideas for enhancing your current and future syllabus designs. Consider inviting a colleague to review your syllabus for formative feedback and additional insights. Keep exploring ways to transform your syllabus from a static document into a dynamic tool that fosters motivation, inclusivity, and engagement!

Prefer an offline version of the program? The SDF Content Reader PDF provides a single, accessible document containing all module content for future reference.
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Please share your feedback about your learning experience in this brief, anonymous survey. Your feedback will help us enhance the program and design future programming.

This survey will take approximately 5–7 minutes to complete. Your name and email address will not be recorded. Contact q.help@utoronto.ca for technical assistance and accommodation requests for the SDF self-paced learning program.

Start the SDF Feedback Survey
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The Centre for Teaching Support & Innovation (CTSI) and U of T teaching support offices offer various services and expertise to support your teaching endeavours. Book a consultation and/or join a programming session to enhance your course design.

Explore the links below to identify the next steps for your teaching context. We look forward to connecting with you soon.

Useful Links

· CTSI Consultations
· Teaching Feedback Services
· Course Evaluations
· Educational Technology
· Resource Library
· Scholarship of Teaching and Learning (SoTL) Support
· Teaching Award Support
· Teaching with GenAI at U of T
· Teaching with UDL at U of T

Programming Series

· U of T Teaching and Learning Calendar
· CTSI Workshops and Programs
· Course Design Institute
· Peer-to-Peer (P2P) Faculty Mentoring for Teaching
· Reflecting on Your Teaching at U of T
· Self-Paced Learning Programs
· Teaching and Learning Symposium
· UDL Conversations
· UDL Express

U of T Teaching Support Offices

· Centre for Community Partnerships
· Centre for Faculty Development, Temerty Faculty of Medicine
· Centre for Teaching and Learning, UTSC
· Education Technology Office, Faculty of Applied Science & Engineering
· Institute for the Study of University Pedagogy, UTM
· Robert Gillespie Academic Skills Centre, UTM
· Teaching and Learning Office, Faculty of Arts & Science
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Thank you for completing the SDF Self-paced learning program. Visit the CTSI website for resources and upcoming events. We look forward to connecting with you again soon.
image1.png




image3.png




image2.png
;J UNIVERSITY OF Centre for Teaching
@ TORONTO @ Support & Innovation






Syllabus Design


 


Foundations (


SD


F)


 


 


 


 


 


© 202


6


, Centre for Teaching Support & Innovation. Except where otherwise noted, this work is made available 


under a 


Creative Commons Attribution


-


NonCommercial


-


ShareAlike 4.0 International (CC BY


-


NC


-


SA 4.0) License


.


 


 


 


 


Syllabus Design


 


Foundations (


SD


F) 


 


Content Reader


 


Last updated: 


June 2


, 2026


 


 


Ta


b


le


 


of Contents


 


 


Welcome to the CTSI Syllabus Design Foundations (SDF)


 


................................


..............................


 


4


 


Hello and Welcome


 


................................


................................


................................


.....................


 


4


 


Start Small


 


................................


................................


................................


...............................


 


4


 


Enrol in SDF


 


................................


................................


................................


.............................


 


4


 


About the Syllabus Design Foundations (SDF)


 


................................


................................


............


 


5


 


??


 


Pause for Activities and Reflections


 


................................


................................


.................


 


5


 


 


1. Understanding Syllabus Design in the U of T Context


 


................................


................................


 


7


 


1.1 Introducing Module 1


 


................................


................................


................................


...........


 


7


 


Welcome


 


................................


................................


................................


................................


.


 


7


 


Module 1 Pages


................................


................................


................................


.......................


 


7


 


1.2 What Is a Syllabus?


 


................................


................................


................................


...............


 


9


 


The Sy


llabus and Its Functions


 


................................


................................


................................


 


9


 


The Syllabus as a Performative Text


 


................................


................................


.....................


 


10


 


How Do Students Use the Syllabus?


 


................................


................................


.....................


 


10


 


??


 


Pause for 


Activity: Tracking Your Syllabus Revisions and Ideas


 


................................


.....


 


11


 


1.3 Understanding the U of T Context


 


................................


................................


......................


 


12


 


Navigating the U of T Context


 


................................


................................


...............................


 


12


 


Syll


abus Elements at U of T


 


................................


................................


................................


...


 


13


 


1.4 Evaluating and Refining Your Syllabus


 


................................


................................


................


 


16


 


Evaluating Your Syllabus: A Checklist for Reflection


................................


.............................


 


16


 


Refining Your Syllabus For Learner


-


Centredness


................................


................................


..


 


18


 


Applying Universal Design for Learning (UDL) to Your Syllabus


 


................................


...........


 


18


 


??


 


Pause for Reflection: Planning Your Syllabu


s Design Next Steps


 


................................


...


 


19


 




Syllabus Design   Foundations ( SD F)           © 202 6 , Centre for Teaching Support & Innovation. Except where otherwise noted, this work is made available  under a  Creative Commons Attribution - NonCommercial - ShareAlike 4.0 International (CC BY - NC - SA 4.0) License .         Syllabus Design   Foundations ( SD F)    Content Reader   Last updated:  June 2 , 2026     Ta b le   of Contents     Welcome to the CTSI Syllabus Design Foundations (SDF)   ................................ ..............................   4   Hello and Welcome   ................................ ................................ ................................ .....................   4   Start Small   ................................ ................................ ................................ ...............................   4   Enrol in SDF   ................................ ................................ ................................ .............................   4   About the Syllabus Design Foundations (SDF)   ................................ ................................ ............   5   ??   Pause for Activities and Reflections   ................................ ................................ .................   5     1. Understanding Syllabus Design in the U of T Context   ................................ ................................   7   1.1 Introducing Module 1   ................................ ................................ ................................ ...........   7   Welcome   ................................ ................................ ................................ ................................ .   7   Module 1 Pages ................................ ................................ ................................ .......................   7   1.2 What Is a Syllabus?   ................................ ................................ ................................ ...............   9   The Sy llabus and Its Functions   ................................ ................................ ................................   9   The Syllabus as a Performative Text   ................................ ................................ .....................   10   How Do Students Use the Syllabus?   ................................ ................................ .....................   10   ??   Pause for  Activity: Tracking Your Syllabus Revisions and Ideas   ................................ .....   11   1.3 Understanding the U of T Context   ................................ ................................ ......................   12   Navigating the U of T Context   ................................ ................................ ...............................   12   Syll abus Elements at U of T   ................................ ................................ ................................ ...   13   1.4 Evaluating and Refining Your Syllabus   ................................ ................................ ................   16   Evaluating Your Syllabus: A Checklist for Reflection ................................ .............................   16   Refining Your Syllabus For Learner - Centredness ................................ ................................ ..   18   Applying Universal Design for Learning (UDL) to Your Syllabus   ................................ ...........   18   ??   Pause for Reflection: Planning Your Syllabu s Design Next Steps   ................................ ...   19  

