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Instructor Information

Instructor:

Office:

Telephone:  

Email:  

Class Information

Course Description:  This course provides the opportunity for the learner to develop the knowledge skills process and understanding of… Or use the appropriate course description as determined by the Learning Center. 

Credits: Official credit value as posted in timetable or PeopleSoft

Course Format: face to face, online, hybrid, web enhanced
Class Schedule: Days of the week and time the class meets or specifics of hybrid, online, TelePresence details
Location:   Campus location and Room number; list all if via TelePresence (i.e. Portage Campus, Room 101)

Pre-requisites:  Should match the prerequisite for the course as posted in PeopleSoft.  Also include any prerequisite skills or knowledge expected.

Textbook: Should match the textbook on file for the course as posted in PeopleSoft

Supplies:  To include any supplies required for the course.  State NONE if none are required002E

Course Competencies: You have the opportunity to learn the following skills in this course: These should match the Course Description as the as posted online or listed in the Learning Center. * If no formal course competencies exist, what skills, knowledge, or abilities will participants have or  be able to do when they are done with the course.

Responsibilities and Policies:

Student Responsibilities:  Students are expected to be familiar with Madison College policies and procedures. Many of the important policies and procedures are on the Madison College website, located at http://madisoncollege.org/student-rights-responsibilities.

Academic Integrity is an expectation in all Madison College classes.  Plagiarism, cheating and collusion are prohibited at Madison College.  Plagiarism is defined as passing of another person’s work as your own.  Students who fail to observe these standards are subject to disciplinary action.  Madison College has a strong policy on Academic Misconduct which is published on the Madison College website.  Please refer to this page on the Madison College Website to review all Academic Integrity and Misconduct policies located at 

http://madisoncollege.org/academic-integrity.

Withdrawal Policy:  If a situation arises that prevents the successful completion of this course, please note that it is each student's responsibility to formally withdraw from this course.   
Attendance:  Madison College does not have an attendance requirement, however please insert any requirements you have of your students for attending class and any impact it may have on their opportunity to learn and/or grade.  

Class participation: Madison College does not have a participation requirement, however please insert any requirements and expectations you have of students regarding participating in class.  This includes classroom or online discussions, group work, project or other participation requirements that impact their opportunity to learn and/or grade. 

Submitting Work:  [Typically applies to online courses so that format is the same and file types need to be consistent, but this can also apply to face to face classes as well]   All work must be submitted as directed in Microsoft Word format, either as a .doc or .rtf file.  Please name your file in the following way, with the assignment name, your last name, and the course name.  For example, Research Paper 1_Smith_Accounting 101.  

Student e-Mail:   Madison College offers a student e-mail account for all students.  You are responsible for monitoring your student e-mail account.  A link to your student email is found at the top of the Madison College homepage (www.madisoncollege.org):.

Use of Electronic Devices:  Include a statement on use of cell phones, iPods, and other  electronic devices here.  

Other Policies:  This may be everything required, such as uniform or dress, safety requirements, etc.
Technical Assistance:  Student Computer Help Desk is located in the Truax Campus Library Room 230.  Student lab assistants are available in person, and by phone, (608) 243-4444; toll-free at (866) 277-4445; by email at http://madisoncollege.org/student-helpdesk to provide computer support to fellow students.  These services are available Monday - Thursday: 7:30 a.m. - 9:00 p.m., Friday: 7:30 a.m. - 4:30 p.m., and Saturday: 9:00 a.m. - 1:00 p.m.  In addition, students can call an after hours help desk until 10pm most days, by calling (608) 246-6666.

Disability Act Statement:  Madison College complies with all provisions of the Americans with Disabilities Act and makes reasonable accommodations upon request.  Please contact Disability Resources Services at 246-6716 (Students who are deaf via Relay 711), room 159 at Truax or email drs@madisoncollege.org
If you have an accommodation card from their office indicating that you have a disability which requires academic accommodations, please present it to me so we can discuss the accommodations that you might need in this class.  It is best to request these accommodations at the beginning if not before class so there is ample time to make the accommodations.

Class Cancellation:  Besides local radio stations and the Madison Area Technical College website, students can call the hotline to inquire about weather related school closings.  (608) 246-6606.  

Learner Responsibilities: As a student in this class, I expect you to:

· take responsibility for your own learning.  

· be prepared for class and be an enthusiastic participant during class

· treat others with tolerance and respect

· act responsibly and reliably in group work

· set high standards for your work

Instructor Responsibilities:  As your instructor, I commit to communicating openly and frequently with you about this class.  I will maintain a professional, safe learning environment adhering to the policies of the college. (Include if Applicable)You can expect a reply to communication, be it via e-mail, through online discussions, voicemail or in person, within 24-48 business hours. 

Blackboard: [Delete the Blackboard Section If not using in your course]

A Blackboard course site has been created for this class.  You can access this course by logging in to the following page:  http://blackboard.madisoncollege.org/
· Madison College Blackboard Student Support information: http://madisoncollege.org/blackboard-help.

· Consult your instructor for support with Blackboard problems

· Computer difficulties are not a long-term excuse for non-participation. If you experience problems with your computer, call the computer help desk at (608) 243-4444 or toll-free at (866) 277-4445. They can talk you through fixing many, many problems.

· Blackboard Outages: Madison College does its best to keep our Blackboard classroom up and running. However, despite our best efforts, our virtual classroom may go down unexpectedly. If you cannot access our classroom, here is what you should do: 

· Phone the student help desk: (608) 243-4444; toll-free at (866) 277-4445. They can often resolve your problem over the phone. 

Other Resources: (Include if Applicable) 

· Peer to Peer Tutoring Services at Madison College: http://madisoncollege.org/tutoring
· Counseling Services at Madison College: 608-246-6076, http://madisoncollege.org/counseling.
· Career Resources at Madison College:  (608) 246-640, http://madisoncollege.org/sdc
· Student Writing Center Assistance: (608)243-4289, http://madisoncollege.org/plus/writing-center
· List any specific resources required from the Library here

· [Online Courses] Include a statement about proctored testing guidelines or requirements if you require students to use a proctor.
Syllabus Changes:  As your instructor, I retain the right to make changes based on the timeline of the class, feedback from learners and/or logistical issues and will inform you as soon as a change is made.

Non-Credit Grading 
For Non-Credit Courses Grading Assessment is as follows:
	Grading
	Criteria

	Satisfactory
	

	Unsatisfactory
	


(Each instructor should describe criteria for their grading, what does the student need to do to earn a Satisfactory; example could be Class Attendance, and /or Cleaning up your workstation, and /or completing a project if applicable. Unsatisfactory could be defined as not meeting the satisfactory criteria.)

Non-Credit Course Calendar
 This should include a chronological list by date or time frame (hours) of topics, activities, and/or assessments required for successful completion of this class.  

	Date
	Time
	Topic/Activity
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For syllabus support, contact the Center for Excellence in Teaching and Learning (CETL) at 608-246-6646.
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