
COURSE SYLLABUS
Spring 2018
 

Course Number CRN and Course Title:
Class Meeting Days/Times/Room: 
Professor: 
Office Location: 
Office Phone: 
Office hours:
E-mail:
Web Address:  
For web address, please enter one of the following (replace yellow highlight with instructor/course-specific information): 
 
(1) Your faculty homepage: http://accounts.smccd.edu/your smccd username
  

 i.e http://accounts.smccd.edu/bellr 
 
(2) Your online Canvas course page: https://smccd.instructure.com/courses/course# 
 

i.e https://smccd.instructure.com/courses/10248
 
(3) Your SMCCD employee page: contains relevant contact info and a link to door card: 
 
      http://directory.smccd.edu/directory_details.php?username= your smccd username  
 

i.e http://directory.smccd.edu/directory_details.php?username=crossm  


Required Textbooks and Materials:

For textbook requirements/suggestions, see official course outline available via Curricunet.  
(1) Go to: http://www.curricunet.com/SMCCCD/ 
(2) No need to log in; in the left-side menu, under the “Search” section, click “Course.”  
(3) When the “Course Search” window appears, click on the drop-down menu next to “Discipline” 
      and select your discipline.
(4) In the next box down, enter the 3-digit course number.  i.e. 165, and click “OK”
(5) All courses with that course name/number in our district will appear; choose the one that says 
      *active* (in red) for Skyline College.

The English Rhetoric What, Why, and How? is available FREE online offering detailed reading and writing support: http://www.skylinecollege.edu/skyenglish/ 
Course Prerequisites:

For course prerequisites, descriptions, and SLOs, see official course outline available via Curricunet.  
(1) Go to: http://www.curricunet.com/SMCCCD/ 
(2) No need to log in; in the left-side menu, under the “Search” section, click “Course.”  
(3) When the “Course Search” window appears, click on the drop-down menu next to “Discipline” 
      and select your discipline.
(4) In the next box down, enter the 3-digit course number.  i.e. 165, and click “OK”
(5) All courses with that course name/number in our district will appear; choose the one that says 
      *active* (in red) for Skyline College.


Course Description: 

(see above)

Student Learning Outcomes:

(see above)


Grading Standards: 

For English classes, consider using the grading standards that were created as a department: http://www.skylinecollege.edu/skyenglish/6EvaluatingWriting.htm 


Semester Grades: (List all the course assignments with their corresponding percentage/point totals, 
so that students can determine their grades at any point in the semester.)

Revision Policy: 


Make up Policy: 


Attendance:  You are a valuable part of our classroom community.  You’ll be sharing your ideas on the on-going content of the class as well as interacting and collaborating with your classmates.  Since your presence is vital to both your academic goals and the success of the class, you should not miss more than (INSERT ALLOWED ABSENCES--school policy says, "A guideline used by many is twice the number of clock hours that the class meets during a week") classes.  Excessive absences can result in missing important assignments, being dropped/withdrawn from the class, or failing the class.  If you find yourself falling behind or missing class, remember that your instructor is your ally and here to help, so reach out when you need support.

Online Class Attendance:  You are a valuable part of our classroom community.  You’ll be sharing your ideas on the on-going content of the class as well as interacting and collaborating with your classmates.  Since your online presence is vital to both your academic goals and the success of the class, you should be prepared to log-in regularly each week and check your smccd email daily while the class is in session.  Not logging into our course in Canvas regularly and missing important assignments, can result in being dropped/withdrawn from the class or failing the class.  If you find yourself falling behind, remember that your instructor is your ally and here to help, so reach out when you need support.

(Note to instructor: it is best to avoid any language that says, "after X absences you will be dropped." For students with repeated absences, early intervention can get them back on track.  Email them to find out how to help. If it reaches the point of too many absences/missed assignments, email the student to let him/her know the day you will be dropping/withdrawing him/her from the class.  For some students, they would prefer a low grade rather than being removed from class as it could adversely affect their financial aid and in the case of international students, they could lose their visa.) 

Academic Integrity: The work you submit/present must be your own.  All paraphrases and quotations must be cited appropriately. If you are caught cheating or plagiarizing another person’s work, you may be disciplined in one or more of the following ways:

· Failing grade on the assignment which could lead to a lowered course grade or failing the course. 

· Being reported to the Dean of Enrollment Services/Disciplinary Officer who maintains a record of those reported for academic dishonesty.

· Disciplinary probation, suspension or expulsion
For clear definitions of cheating/plagiarizing, see the Skyline College Student Handbook: http://catalog.skylinecollege.edu/current/rights-responsibilities/integrity.php.  

To know how to properly integrate and cite outside sources and research, visit:
http://accounts.smccd.edu/skyenglish/10IntegratingSources.htm 

(For all instructors: if you have students submit writing through Canvas, you can have the writing scanned with a source-checking program called VeriCite.  Click on “Assignments,” create a new assignment “+Assignment,” and under “Submission Type” click the box that says “Enable VeriCite Submissions.”)

(For English instructors: the Rhetoric has an “Honesty Pledge” connected with essay writing that you can go over and ask students to sign: http://www.skylinecollege.edu/skyenglish/10Plagiarism.htm) 


Available Support Services: Skyline College cares deeply about student success and provides a range of support for students both academic and personal, so take advantage of these resources:

<>Academic Counseling: for counselor guidance, creating action plans, getting connected with the Career   
     Center and Transfer Center. Room 2-218, 650-738-4318, skycounseling@smccd.edu.
<>The Learning Center: provides tutoring in all subjects. Sign up for LSKL 800 for general tutoring or 
     for LSKL 853 for reading and writing support.  Room 5-100, 650-738-4144.
<>Library:  consult librarians for expert research advice. Building 5, 2nd floor, 650-738-4311, 
     skylibrary@smccd.edu. http://www.skylinecollege.edu/library/ Use the Library’s website to conduct online research, access citation guides 
     and much more: 
<>Health & Psychological Services: provides health care and mental health services (counseling, crisis 
     intervention, substance abuse). Room 2-206 & 2-237, 650-738-4270, skyhealth@smccd.edu
<>Financial Aid: help with fee waivers, grants, scholarships, work study programs and loans. 
     Room 2-2234, 650-738-4236, skyfaoffice@smccd.edu
<>SparkPoint: provides students and the community FREE financial education/coaching, food pantry, tax 
     preparation, banking/savings advice, assistance with public benefits enrollment and more.  Room 
     1-214, 650-738-7035, skylinesparkpoint@smccd.edu, visit: http://www.skylinecollege.edu/sparkpoint/
Academic Adjustments for Students with Disabilities: In coordination with the Disability Resource Center (DRC), reasonable accommodation will be provided for eligible students with disabilities.  For more assistance, please contact the DRC in building 5, Room 5132 or call 650-738-4228.  For more information visit: http://skylinecollege.edu/disabilityresources/index.php 


Class Conduct Policy:  At Skyline College, our classrooms are safe and inclusive places.  In this community, we treat each other with mutual respect regardless of differences in race, religion, age, and/or sexual/gender identity.  If you go by a different name or would like a different gender pronoun used, please advise your instructor and your preference will be honored.  Additionally, classroom respect means not using electronic devices in class that are not connected with class instruction and being attentive when your instructor and classmates are speaking.

Students are responsible for adhering to the Code of Student Conduct outlined in the Skyline Student Handbook: http://skylinecollege.edu/catalog/rightsresponsibilities/codeofconduct.php


Expected Preparation for Class:  Make the most of your class experience.  We as a class expect and depend on you to come prepared with your class materials and completed work.  To be able to fully grow your skills and abilities, expect a minimum of two hours of outside time for each hour in class.
Your SMCCD college email:  To avoid missing important messages from your instructors and from the college/District, be sure your student email account is activated.  Log in at http://my.smccd.edu/.
If you don’t want to check your my.smccd.edu account, forward your my.smccd.edu email to your regular email account. 

Forwarding your SMCCD email: 
1. Go to Websmart at https://websmart.smccd.edu/ 

2. In your student account area, click on the link that says "New! Student Email" 

3. Here, you may view your email address and password, and you may reset your password. 

4. IMPORTANT: Open your my.smccd.edu email. 

5. Click “Settings” at the top of the page.

6. Click the “Forwarding and POP/IMAP” tab. 

7. Under Forwarding, click the “Forward a copy of incoming mail” button. 

8. Enter the email address you want to forward your email to

9. Click “Save Changes.”

Class Schedule:  (Here you can list the dates for assignments, essays, presentations, projects, exams, etc.)                                 

Finals Schedule: (Consult the Schedule of Classes for the final exam date for each class: http://www.skylinecollege.edu/catalogschedule/index.php) 






TITLE IX:
The San Mateo County Community College District is committed to maintaining safe and caring college environments at Cañada College, College of San Mateo and Skyline College. The District has established policies and procedures regarding Sexual Misconduct, Harassment, and Assault. A District website has also been developed which provides you with important information about sexual misconduct and sexual assault. http://smccd.edu/titleix/.  To learn more about these issues and how you can help prevent them, you are encouraged to view the “Not Anymore” videos, which can be found on WebSMART under the Student Services link.

Skyline College’s Important Dates to Remember:
As a student, you’ll want to know the important academic dates regarding dropping and withdrawing from classes, school holidays, final exams, etc.  Visit Skyline College’s Academic Calendar:
http://skylinecollege.edu/academics/academiccalendar.php. 

Instructors can also go to the Academic Calendar and copy/paste all the dates into the syllabus directly.
Here’s a fall semester example:

8/16

Day and Evening Classes Begin
8/29

Last Day to ADD Semester Length Course

8/29

Last Day to DROP Semester Length Course

9/2-9/3

Declared Recess

9/4

Holiday – Labor Day

9/4

Last Day to DROP Semester Length Courses with no record

9/5

Census Day

10/6

Last Day to Apply for a Degree or Certificate

10/11

Flex Day

11/10

Holiday- Veteran’s Day

11/11-11/12
Declared Recess

11/15

Last Day to WITHDRAW from Semester Length Courses

11/23

Holiday – Thanksgiving

11/24-11/26
Declared Recess

12/10-12/16
Final Examinations- Day, Evening & Weekend Classes

12/16

Day, Evening & Weekend Classes End

12/22-1/01
Winter Recess

1/3

Final Grades Available on WebSmart
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