SYLLABUS TEMPLATE – SUGGESTED ITEMS FOR INCLUSION:  EXAMPLES, POSSIBLE LANGUAGE, AND USEFUL LINKS.

GENERAL INFORMATION
Course Number: 	
Title:  	
Semester:  	
Credit Hours:  	

CONTACT INFORMATION
Instructor Name:	
Office:	
Telephone:	
Fax:	
E-mail:	
Supervisor’s name & contact info:	
Office professional name & contact info:	
Office Hours:	
e.g. Note: Additional assistance available upon request.  Contact me to set up a time that will work for both of us.

TEXTBOOK AND COURSE MATERIALS
e.g. Textbook, supplemental materials and resources, equipment and supplies.  
e.g. Meeting dates and times, website(s) if applicable.

COURSE DESCRIPTION
Pre-req’s and Co-req’s :	
Reading Level:
Course Description:

Course Outcomes:
http://public.delta.edu/catalog/Pages/CoursesByTitle.aspx

Time commitment:

Special requirements:
e.g. service learning project, testing center, CNET, internship, research paper, computer competency, learning community

SYLLABUS INTENT & ACKNOWLEDGEMENT (especially recommended for INET & CNET classes)
Getting Off to a Good Start
e.g. The intent of this syllabus is to let you know what will be expected in this course.  It is essential that you read the syllabus in its entirety. This document contains important information about how the class will be conducted, policies, student responsibilities, assignments, and a tentative class schedule. Each and every student will be held accountable to these written standards. After reading the entire document, please copy and paste the syllabus acknowledgement statement found at the end into an e-mail; and send it to me via Delta e-mail. Feel free to include any questions you still have regarding this class or course policies. E-mail the Syllabus Acknowledgement by the end of the first week of class to:
[bookmark: _GoBack]
Statement of Change in the Syllabus
e.g. Unforeseen circumstances such as weather, instructor illness, and class composition may make minor adjustments in the course schedule and procedures necessary.  If the learning process will benefit from such a change, you will be informed in a timely manner.   This document is not a contract, and the instructor reserves the right to modify aspects of the syllabus, schedule, and assignments in order to meet the course objectives.  The College recognizes the right of the faculty teaching the course to use professional judgment in making such adjustments.

COLLEGE POLICIES
Delta College Adverse Weather Policy
In the event that the College must make adjustments to its normal operation, please refer to the following:
· For the most current and accurate information, go to the Delta College website: www.delta.edu
· Tune in to Delta College Quality Public Broadcasting, Q-TV or Q-90.1 FM.  You can also call the Delta College Information Line at 989-686-9179. http://www.delta.edu/publicsafety/parkingandtrafficregulations.aspx

Student Policies and Regulations
The policies, procedures, rules and regulations published in the Delta College Catalog apply to you as a student in this course.  You are responsible for knowing them.  The Delta College Catalog is available both in print and online format at: http://www.delta.edu/catalog.  You can also access this information via MyPortal > Communication> Academic Catalog.  Of particular interest are the rules in Section VI on Student Rights and Responsibilities, Integrity of Academic Work, Student Code of Ethical Conduct, Disruptive Students, Student Violation of College Rules and Regulations, , Electronic Resources Access and Use Guidelines; Safety and Security policies (including Harassment), and Students’ Education Records: Accessibility & Confidentiality.  Additional information is available on the Registrar’s Office homepage:  http://www.delta.edu/registrars-office/ferpa.aspx  See also Academic Policies in Section IV on the Grading System including Incomplete Grades, Attendance Policy, and Disputed Final Grade Policy.  

CLASS POLICIES – sample language in gray can be modified or deleted
Attendance Policy – If you must miss class, you are responsible for learning the information you missed, acquiring handouts and becoming informed of assignments or changes in due dates discussed in your absence.  It is expected that students will not disrupt the class by unnecessarily arriving late or leaving early.  Delta policy specifies that attendance be taken since enrollment and date of withdrawal can affect financial aid eligibility.  See http://www.delta.edu/financial-aid-office/attendancepolicy.aspx.  Students should immediately inform their instructor of issues.

Withdrawal Policy – The Delta College withdrawal policy will be followed.  If you miss two consecutive class sessions without contacting your instructor, or if you do not meet the prerequisites, you may be dropped from the course through the instructor-initiated drop process. In this case, you will receive notification from the Registrar’s Office.  I You may withdraw online through MyDelta or by in person at Records & Registration.  The last day to withdraw with a W grade is _________For additional dates and details see: http://www.delta.edu/registrars-office/adddropclasses.aspx   
Late Assignments – It is not my policy to accept late work.  If special circumstances warrant an extension, it is the responsibility of the student to communicate with the instructor.  Late work will receive an automatic ______ penalty.   
Make-Up Policy - Make-up exams are strongly discouraged and will only be allowed in cases of emergency or personal hardship.  I must be notified on or before the day of the exam.  Make-up exams may be essay in nature and will be made available in the Testing Center.  For hours and policies, click on the following link: http://www.delta.edu/llic/testingcenter.aspx

Cell Phones and Electronic Devices – If you must have cell phones or electronic devices on during class, set them to vibrate; and leave the class to answer.  Refrain from texting during class; it is distracting to fellow students and your instructor.  The use of laptops during class is restricted to class-related websites, documents, and applications.
eLearning and Email Etiquette - Students are responsible for checking eLearning and their Delta email account for course updates a minimum of every other day throughout the semester.  Attendance “online” is determined by completion of required assignments.  We are in a professional environment.  It is important for communication to remain professional at all times.  Avoid “text-speak” such as “u” for “you” or “r” for “are” or all caps in all e-mails and assignments.


GRADING 
List of graded items and percent of grade
Exams – four 100 pts. exams consisting of multiple choice, matching, short answer and essay…     50%   

Discussion Forums – a total of fifteen 10 pt. forums via eLearning.  Your lowest score will be dropped …   25%

Presentation – one final oral presentation with visual aids … 15%

Homework – 5 pts. per chapter completed online … 10%

Incomplete grade policy – An incomplete grade may be assigned if you have not fulfilled all course requirements and may be granted only when your work has been of acceptable quality near the end of the course because of reasons satisfactory to the instructor.  For details see:  http://public.delta.edu/catalog/Pages/Policies.aspx

Grading Scale
Final Grades - A simple percentage scale will be used.  Total points will be recorded and converted to a percentage by dividing the points you have earned by the total points possible.  Grades will be assigned according to the following scale. 
	Grading Scale

	

	A      93-100
	B+     87-89
	C+     77-79
	D+    67-69

	A-     90-92
	B       83-86
	C       73-76
	D      60-66

	
	B-      80-82
	C-     70-72
	F      below 60  failing









A final grade below a C (i.e. C-) does not reflect satisfactory completion of this course.  Final grades are generally accessible to you within one week of the official ending date of the semester.  They are available online through MyDelta under Grades.



STUDENT RESOURCES
Delta College also provides free resources to support student success.  Links are also available using MyPortal.
· Teaching/Learning Center - http://www.delta.edu/llic/tlc.aspx located in the Library Learning Information Center (LLIC)
· Testing Center - http://www.delta.edu/llic/testingcenter.aspx located in A-133 outside the LLIC
· eLearning – http://www.delta.edu/elearning located in the back of J-102 or 686-9401.
· Counseling and Academic Advising Office – http://www.delta.edu/counselingandcareerservices.aspx in D-102 or 686-9330. 
· Financial Aid Office http://www.delta.edu/financial-aid-office.aspx  in D-101 or 686-9080.
· Disability Services - http://www.delta.edu/disabilityservices.aspx in D-106 or 686-9332. 
· WRIT Center http://www.delta.edu/writingcenter located in the back of the library at 686-9086.
Offers assistance in writing, reading, and information technology.  Services are free, one-on-one, and given on a walk-in basis.  At the WRIT Center, students can receive help with writing, reading, and composing using new media.   




ESSENTIALS OF STUDENT SUCCESS 
Academic Integrity 
Cheating and plagiarism will not be tolerated. I do not write letters of recommendations for students that I suspect of cheating. According to Delta policy, the penalty for cheating or plagiarism ranges from receiving zero points to being removed from the class for the semester. Please review the policy on Student Rights and Responsibilities at: http://www.delta.edu/catalog/Pages/Policies.aspx

Civility – Disruptive Student Policy
Please review the Disruptive Students policy under Student Rights and Responsibilities: http://www.delta.edu/catalog/policies.aspx  Our classroom environment will be one of mutual respect for all. Students who are not actively respectful will be subject to Delta’s Disruptive Students policy. Under Delta’s Disruptive Students policy, a student may be removed from the classroom for one class period or for an entire semester.  Please choose your language carefully to ensure respect. Offensive words that label people according to specific characteristics  will not be tolerated. 
Diversity
Delta College values diversity as demonstrated by the posters on display in classrooms and offices.  Diversity represents an environment of inclusion and equity that fosters creativity, innovation, and growth. We welcome and appreciate differences in identity, expertise, experiences, ideas, and opinions. Teamwork and diversity are characteristics valued by today's employers and vital in a global world. You are encouraged to work together as a team to get the most out of your learning experience. Active learning, teamwork, and respect will be expected.
 
eLearning
Desire2Learn (D2L), Delta’s online course management system, will be used in this course. Login to MyPortal and go to eLearning. Grades will be posted to the online grade book as they are scored.  On occasion messages will be sent to the entire class through eLearning.  Be sure to check your Delta College e-mail account at least every other day.  It is helpful to bookmark the eLearning login page for daily reference: http://elearning.delta.edu

General Education 
Delta College is committed to general education for our community college students. General education develops basic knowledge, critical thinking skills and values that influence our behavior and motivate us as lifelong learners.  Delta College, along with area employers, transfer institutions, and the greater community, agrees that general education is key to personal and professional success. For more information visit the Delta College General Education web site at: http://www.delta.edu/academicservices/general-education
MyAlert 
Delta College is dedicated to your success.  In an effort to ensure you have the support necessary to be successful, we have an MyAlert Referral program.  If your instructor feels that you could benefit from additional support outside of the classroom, he/she may make a referral to the facilitators of this program: Marcie Carter and/or Brigit Dyer.  If you feel like you could benefit from the services this program provides, you can request a referral from your instructor to this program located in D106 or by calling 686-9163.

Printing
Each student is allowed 100 pages of printing as part of his/her tuition package. (Note:  Front/back only counts as one page.) Beyond that, students may purchase additional printing online.  Go to MyDelta > Students > Other Resources > Request for Printing to download the form.  Go green and think before printing extraneous documents!
Special Needs 
If you have a disability that may interfere with your learning process, it is your responsibility to make the College aware of this fact.  Contact Michael Cooper, Director of Disability Services, in D-106 by phone 686-9332 or by e-mail michaelcooper2@delta.edu.  Delta College requires students with disabilities to first register with the office of Disability Services before individual instructors can make accommodations. I will do my best to accommodate your learning needs. For more information about Disability Services, go to: http://www.delta.edu/disabilityservices.aspx  



SYLLABUS ACKNOWLEDGEMENT SIGNATURE
Please copy and paste this text below into an e-mail message, add the appropriate information, and send it to your instructor at delta.edu.  Your e-mail serves as an acknowledgement that you have:  1) read, 2) understood, and 3) accept the class policies, expectations, and procedures.  Please contact me if you have questions or comments.

Student Name:
Date:
Course:
Section:

 

 


