PAGE  
5








Updated  10/16/08  

Sample Course Syllabus

The ATAS Division office is primarily responsible for maintaining a file of instructor syllabi.
Syllabi should be brief and concise being given to the students the first week of class.

Changes are indicated by  **.

MA 123 Best Course Spring 2009
Saddleback College, Division of Advanced Technology and Applied Science
1. FACULTY INFORMATION
Instructor:  
Office:  Building & room number • Office Phone:        •Other phone and/or voice mail

Office hours:      Email:
2. COURSE INFORMATION

Name and Number: 


Course number and name 
Ticket #  
Meeting times and place
January 9 to May 17, 2006; 17 weeks, 17 classes (including final examination)

List Holidays class is not in session

Division of Advanced Technology and Applied Science: (949) 582-4541


Recommended Preparation:

List course if there is one
Prerequisite or Corequisite
List course(s) if required

Course Description:
Out of College Catalog
Required Books:

Suggested Readings:
List if any
Required Materials/Supplies:
List materials

Course Learning Objectives 
Tell students where they can to on the Saddleback.edu to find the Learning Objectives on MySite.
**Student Learning Outcome(s)

**List the Student Learning Outcomes.  

Methods of Evaluations

Either list or tell students where they can to on the Saddleback.edu to find them on MySite.
Topics Covered
Either list or tell students where they can to on the Saddleback.edu to find them on MySite.
**Safety Considerations
**List for students any required equipment, policies, procedures, and circumstances where safety is an issue.
3.   EVALUATION AND GRADING POLICY

Assessment(Explain grading system including role of class participation and how tests, quizzes, midterm, final exam, projects are weighed):
EX: Grades are based on a simple x-point accumulation.  No additional assignment will be considered for extra points.

Project – 25 pts

Describe.
Narrative Project: 30 pts


Describe. 

Weekly Mini Quiz – 24 pts

There are 12 mini quizzes, and each quiz counts for 2 points of the final grade. Each quiz will be based on the discussion of the previous week.  The quiz will be given at the beginning of the class.  You have no chance to take it, if you’re late.

Class Participation/Attendance – 20 pts

See below.  This is very important. Good work ethics is expected from everyone.

Final Exam – 16 pts

fINAL Grading SYSTEM:


Symbol
Definition



A
Excellent






B
Good



C
Satisfactory



D
Passing, less than satisfactory



F
Failing


**
CR/P
Credit or Passing (at least satisfactory - units 



awarded, not counted  in GPA)

**
NC/NP
No Credit or Not Passing (less than satisfactory, or failing - 



units not counted in GPA)

Late  Assignments:
Ex: No late assignments will be accepted.  No excuses will be accepted.  No partial credits will be given.  The deadline is at the beginning of the class on the due date.
4.   PARTICIPATION/ATTENDANCE: BP-5616
List procedures, expectation, participation, late or missing work- how many classes missed before instructor issues a drop.
Students are expected to attend classes regularly.  Failure to attend classes may be taken into consideration by instructors in assigning grades.

Students who fail to attend the first meeting of any class for which they have officially enrolled may be dropped by the instructor unless prior arrangement has been made with the instructor.

Students who officially enroll in a class and never attend will be dropped by the instructor no later than the end of the tenth instructional day of the semester.

Instructors may drop a student from a class when he/she is absent for a total of six cumulative instructional hours.

In no case, where the instructor has an option to drop a student, should the student presume he/she has been dropped unless the instructor drop has been officially verified by the Office of Admissions and Records (Calif. Ed. Code, Section 70902).
Use of Electronic Devices

Please no audible cellular phones or pagers.  If you leave the classroom to answer a call or page, please leave for the entire lecture so as to not constantly disrupt the class.  Photo phones or personal electronic devices such as a Palm Pilot can not be used during a test, not even as a calculator.
5.   COMMUNICATION:

Describe:  ex.The class will use the Saddleback College email system (My Site) and Blackboard for communication.  These systems will be used to deliver reading assignments and production materials.  So it is absolutely necessary for students to check email and Blackboard regularly.  Poor communication hinders production activities and will result in lower grades.
6.   ACADEMIC INTEGRITY

Ex. It is highly difficult to cheat in this class due to its project focus.  Any attempts to cheat that are detected, however, shall result in IMMEDITATE dismissal and failure in the class and I shall PERSONALLY follow up the case to ensure that the full weight of the College’s penalties is exercised.  Please see the Saddleback College Web site for details on College policy.  

7.  DROPPING THE CLASS

Ex. It is the student’s responsibility to drop the class – failure to drop the class may result in a failing grade for the course.  See the Saddleback College Web site for the critical dates regarding this issue.  The tentative dates as of the writing of this syllabus are:

Friday, January 20: Last day to drop to receive refund for full-term classes

Friday, February 14: Last day to apply for CR/NCR for full-term classes

Friday, February 14: Last day to drop full-term classes without a "W" grade   

Thursday, April 5: Last day to drop full-term classes with a "W" grade  

8.  STUDENTS WITH DISABILITIES
Ex: Students with disabilities are eligible for special considerations for their projects and testing.  Please notify the instructor if you are disabled and I will make the appropriate modifications to your workload.  Please see the Saddleback College Web site for your rights and duties as a disabled student if this section applies to your situation.  Failure to officially apply in writing along with the proper documentation from a medical professional will waive any rights to special consideration.  Visit Special Services in the Student Services Center, Room SSC 113 for full information.

9.  CLASS CONDUCT BP-5401
Students are expected to conduct themselves with respect for the right of all members of the college community to teach and learn in a safe and academically stimulating environment.  Students shall be held responsible for observing rules and regulations for student conduct promulgated under the authority of this policy by the Board of Trustees or the district's administration.  Violation of such rules shall constitute good cause for imposition of disciplinary action as provided in rules and regulations (Calif. Ed. Code, Section 66300).
No food or beverages in the classroom or lab.  Bottled water with a screw top is acceptable.
10.  GRADE AND INSTRUCTIONAL RELATED GRIEVANCE BP-5505
Following is an excerpt of the official Board Policy.  The full text may be found on the Saddleback College Web site at: http://www.socccd.org/board/boardpolicies.asp 
GRADE AND INSTRUCTIONAL RELATED GRIEVANCE
When a student believes that a district or divisional/school policy or procedure has not been followed, the student should discuss this concern with the course instructor.

I.
GRADE GRIEVANCE

Note to the Student:  By far, the great majority of differences arise as a result of grades assigned. By law, the instructor is solely responsible for the grades assigned; no instructor may be directed to change a grade except in certain narrow circumstances authorized by the Calif. Ed. Code, Section 76224 (a).

Section 76224 (a): "When grades are given for any course of instruction taught in a community college district, the grade given to each student shall be the grade determined by the instructor of the course and the determination of the student's grade by the instructor, in the absence of mistake, fraud, bad faith, or incompetency, shall be final." 

Definition of Terms: Fraud - A deliberate misrepresentation of the truth or a fact used to take money, rights, or other privilege or property away from a person or persons may be found to be fraud; Bad Faith - Bad faith may be found in an instance of an intent to deceive, in an act of dishonesty; Incompetency - Incompetency may be found in a lack of ability, qualifications, fitness or performance.

When a student believes that the district grading policy has not been followed, the student should discuss this concern with the appropriate course instructor.  Prior to filing a grievance, an attempt must be made to solve the problem. The student is expected to contact his/her instructor directly to discuss their differences when grades are available to the student. At this stage most differences will be resolved. This contact should be conducted in the privacy of the instructor's office whenever possible, and the pertinent issues should be well defined so that they may be discussed as objectively as possible.
11.  Weekly Course Schedule:

List topics, homework, tests, labs, assignments due, etc. Tests and projects can be listed separately by meeting date.
Week 1 – January 9
Discussion:
Syllabus, Blackboard, Three Editing Principles

Lab:
Final Cut Pro Media Management, Three-Point Editing, Exercises

Week 3 – January 23
Mini Quiz-1
Discussion:
 
Lab:
 
Week 17 – May 16
Due:
project
Final Exam - 8AM to 10AM 

12.  fINAL eXAM: BP-6160
Final examinations of at least two hours will be given in all courses.  Students are personally responsible for taking all assigned final examinations as they are listed on the final examination schedule.  If it is necessary for a student to miss an examination, a petition for Early Final Examinations must be filed with the office of the Vice President of Instruction.  Faculty will be notified if permission is granted for the student to reschedule his/her final examination for the semester indicated.  Arrangements between the faculty member and the student are determined for rescheduling.  A student who misses a final examination for a legitimate reason should communicate with faculty at once to arrange for an "I" grade.  The "I" grade should not be used indiscriminately.  Final examinations will not be given in advance of the scheduled time.
13,  ACKNOWLEDGEMENT OF RECEIPT OF SYLLABUS:
Example for Comm. Arts

Signature sheet

I have read this syllabus and understand the policies outlined in this document along with any elaboration on the part of the instructor.  Any items unclear to me have been brought to the attention of the instructor and clarified to my satisfaction.  I shall adhere to the policies outlined in this document without exception and accept any aforementioned penalties as a result of failing to follow these rules.

Furthermore:

I shall behave as a consummate professional as outlined above in section 11 (above) entitled Class Conduct.

I understand that my projects are the property of Saddleback College (“College”) and that the College retains copyright of all projects made with school equipment and/or facilities.  Saddleback College also reserves the right to screen and/or broadcast these projects as deemed desirable by the faculty or staff.

I understand the responsibilities, regulations and penalties regarding the use of College equipment and facilities and the concurrent penalties regarding the failure to adhere to these policies.  I also understand the financial responsibilities resulting from the use of College equipment and facilities.  I also understand that non-students are not to use any College equipment or facilities and that these resources are for sanctioned class projects only.

I shall not contact nor communicate with the media nor make undue contact with outside people or organizations regarding this class or its projects without the express written approval of the instructor and any other necessary clearances or permission.

All projects are subject to further editing, changes, and censorship as deemed necessary by the instructor including final arbitration in the case of a dispute in credits.

I understand, and with my signature acknowledge, that any breach of these policies can and will result in a grading penalty up to the receipt of a failing grade for the class along with any other potential penalties financial and otherwise as outlined by College policy.

_________________________________________
___________________________

  Name






  Student ID #

14. Emergency Procedures and Evacuation Procedures 

Review of posted Emergency procedures and evaculation routes from instructional area

 10/16/2008

