 SEQ CHAPTER \h \r 1COURSE REQUIREMENTS

1.
Roll will be taken and important announcements will be made at the beginning of each class session.  For a blended class, a session is the in classroom time. It is the responsibility of the tardy student to inform the instructor immediately after class that the student was present; otherwise, the tardy student will be recorded as absent.  It is also the responsibility of the tardy or absent student to find out from other students about any announcements or assignments which may have been made in the student's absence.  The instructor has no responsibility in this regard.  This does not apply to WEB classes.
2.
Absences of 20% of the class meeting times are considered excessive absences.  It is the student's responsibility to inform the instructor about any legitimate reasons for missing class. This can be done via email. 


A student who believes that he/she should be dropped from the class has that responsibility.  The instructor has no responsibility to drop a student.  That means the instructor will not drop a student but will give that student a grade at the end of the semester based on all work completed.  This No Drop by Instructor policy applies to any student, even one who turned in no homework or taken any quiz.  
3.
If a student feels at any time that the instructor is being unfair in grading or counting absence days, the student should discuss this with the instructor as soon as possible.  We can work it out, We can work it out.
4.
The importance of being prepared and having every outside assignment done on time cannot be overemphasized.  LATE WORK WILL HAVE 25% DEDUCTED PER WEEK THAT IT IS LATE. For WEB classes: a session is 7 calendar days starting with the day and time the work was due.  (See document entitled Late Assignments)   All assignments are due on the day listed on the syllabus. The week starts on that day.

 Students will NOT be permitted to resubmit graded assignments.    Assignments that are due at the end of the semester and turned in late will not be graded unless prior arrangements have been made with the instructor.  There are occasions, with permission, assignments can be emailed to the instructor by midnight on the day they are due and won’t be counted late.  For non-web classes, a hard copy must be turned in the following week as only a hard copy will be graded.  However, this is an accommodation for students who have been ill or experienced other extenuating circumstances.  It is not intended for the convenience of those who simply “have not had time” to do their homework.  Work submitted via email will not be graded unless is it a Web class.

The instructor will review drafts of assignments if submitted 48 hours in advance of their due date.  The submission must be by email to mary.sessom@gcccd.edu.  For Web classes, all assignments must be in Word 2003 or earlier.  You have the ability to save documents in this format under the Save As option (97-2003) in Word 2007/2010. If the instructor cannot open an assignment in Blackboard, it will be counted as late and the appropriate points deducted.

5.
Extra credit assignments may be assigned throughout the course from time to time.  These must also be turned in on time.  Only extra credit assignments given by the instructor will receive points. Individual extra credit assignments will not be given so please don’t ask.

6.
The terms of this syllabus may be altered, amended, or deleted and new provisions may be added from time to time, all as deemed necessary or desirable by the instructor in the instructor’s sole discretion.

7.
Examinations will be closed book for the onsite classes and open book for the Web classes.  All examinations will be based upon the text, handouts and lecture notes. All in class examinations will be on grademaster forms and will be taken during the classroom time.  It is the student's responsibility to have such a form for each scheduled examination along with the appropriate soft-leaded pencil.  For on-site classes, there will be one (1) make-up quiz generally given on the last day of class after the time allocated for the final although special accommodations can be made on request.  This make-up is intended to take the place of one (1) quiz.  No more than one (1) quiz can be made up in this way.  In all cases, there must be a compelling reason shown as to why a quiz was missed and needs made up.  In Web classes, there are no make-ups but the lowest quiz score will be dropped.  
8.
Points will be given according to work done on in-class assignments.  If a student is absent for a session or part of a session, and misses an in class assignment, there is no make-up unless otherwise noted in the syllabus.  For WEB classes, these assignments will be held on the Blackboard discussion board with no make-ups allowed. A student in a Web class has one week in which to participate on the discussion board.
9.
The instructor will assist you as best she can, but the ultimate responsibility for learning lies with the student.  If you don't understand something, take the initiative and figure out a way in which you can get the help you need.  Study groups are sometimes helpful.  Just talking the problem over with another student may also help. For WEB classes, use one of the discussion forums located on the Discussion Board in Blackboard.  Do not, however, simply ignore something you don't understand.  It will surely be the one thing that will leap out and bite you when you least expect it - either in class or on the job!

10.
The instructor maintains office hours on campus.  If there are any questions regarding course material or assignments the student should contact the instructor in person or email as soon as possible.

11.
Students should keep a back-up copy of all assignments.  The instructor also strongly suggests that students keep all graded assignments for the duration of the course in case there are any questions about the final grade.  Grades will be maintained in the course container for this class on Blackboard. At the end of the semester, the instructor will assign a grade based on the scores posted in Blackboard.

  It is the student’s responsibility to monitor their grades throughout the class and bring to the instructor’s attention any discrepancies.  This means that if, after the class is over, a student notices a grade for an assignment/quiz that is incorrect or not posted, it is the student’s responsibility to show the instructor the graded work so it can be properly posted.  This will be done by the instructor as her time allows. If the student needs the grade so transcripts can be sent to a transfer college, the instructor will not put that student’s request before other students’ grades that were properly handled. 


 WEB classes must turn in their assignments through Blackboard as directed.  If the assignments are not showing for the instructor, they cannot be graded.  Remember to always “submit” your assignments.  You can tell if it is submitted properly but going to the grade center and looking at the icon that’s contained in the assignment column.  If it’s a green ! then you’ve done it properly.  If nothing is there or there is a note pad, contact me immediately.  If you see the green ! then the work has been properly submitted.  Do not ask the instructor to check to see if it has been properly submitted – that responsibility lies with the student.  The problem will arise if the work was submitted in the wrong format.  In that case, resubmit the work with an explanation.  Each written assignment can be submitted twice if necessary.
12.
This course adheres to the policies outlined in the Cuyamaca College catalogue.  For further information, see Academic Policies stated in the catalogue.

13.
If a student needs special accommodations for test taking, etc., please see the instructor and Disabled Student Services immediately.

14.
Blackboard is used for posting grades received on student assignments.  It is also used for email communication.  It is the responsibility of the student to make sure that Blackboard contains the student’s current email address.  The instructor is not responsible for making any changes to the student’s email address on Blackboard.  Yahoo!, gmail and hotmail accounts will treat @gcccd.edu as spam so please adjust your filters accordingly.
15.
Cell phones should be turned off or put on silent while in the classroom – use of cell phones while taking exams is prohibited – if you are caught with a cell phone or other pda on your desk while taking an exam, it will result in automatic “F” on the test.

16.
Academic Integrity: Cheating and plagiarism (using as one’s own ideas, writings or materials of someone else without acknowledgement or permission) will result in a failing grade and expulsion from the course.  For further clarification and information on these issues, please consult with your instructor.
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