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Date Submitted: __________________
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Course Title: ______________________________

              Course Number: ___________________
      STUDENT-FOCUSED COURSE SYLLABUS CHECKLIST
  
 Check if present
	COURSE INFORMATION
	SELF
	DEAN 

          

	1. Course Title,  Course Number and Credits
	 
	

	2. Class Meeting Information

· Start/End Dates 
· Meeting Times & Location(s)
· Instructional Method (Online, ITC/IP, Accelerated, In-person, LYW, Hybrid)
	 
	

	3. Course Description (as listed in PeopleSoft ) 
	 
	

	INSTRUCTOR INFORMATION
	SELF
	DEAN 



	4. Name of Instructor 
	
	

	5. E-Mail Address 
	
	

	6. Office Telephone and Fax Number 
	
	

	7. Office Location 
	
	

	8. Office Hours
	
	

	9. Instructor Contact: 
	
	

	ADDITIONAL COURSE INFORMATION
	SELF
	DEAN 

	10. Course Pre/Co-requisite(s)
	
	

	11. Texbook(s)
	
	

	12. Supplies
	
	

	13. Program Outcomes
	
	

	14. Course Competencies
	
	

	15. Core Abilities (with Core Abilities Statement- see template)
	
	

	ASSESSMENT INFORMATION
	SELF
	DEAN 

	16.  (Performance Based Learning Statement ) This course is a performance-based course, designed for your success.  (insert #) learning plans will be studied over the course of the semester.  Each learning plan will have assessment activities or tasks, called PATs, which will evaluate your performance of the course competencies. To earn a passing grade, all competencies must be demonstrated successfully.        

Include statements pertaining to Virtual College course, if appropriate. 
	
	

	17. List, description and grade value/weight of items contributing  to the student’s overall grade
	
	

	18. Attendance and Participation Statement:   Consistent attendance and participation in this course is essential for your success!  Demonstrating these behaviors will help you meet NTC's core abilities and will help prepare you for future employment.  As your instructor, I will make reasonable allowances for personal illness, legitimate absences which accommodate the Americans with Disabilities Act (ADA) and absences for sincerely held religious beliefs. Whenever possible, please contact me prior to an absence to make arrangements for missed course work. Unexcused or excessive absences, however, will have a negative impact on your success in this course.              * Include grading implications and  instructor policies for missing class, missing work and late work
* Include information for students regarding Drop/No Show policies

Include statements pertaining to Virtual College course, if appropriate.
	 
	

	19. Include a statement indicating what students can expect from YOU regarding turnaround time for grading assignments/tests.  Include your expectations of them about when assignments are due (especially online).
	
	

	20. Grading Scale with % Ranges or Point Ranges and Letter values
	
	

	21. Technical Skills Attainment (Program courses-Not Gen Ed)
In addition to assessing each course competency, your instructors will assess your ability to demonstrate each program outcome. This assessment, called Technical Skill Attainment (TSA), is important because it objectively measures your ability to meet industry-recognized skills. When you complete the TSA for your program, you will demonstrate what you know and can do. You can then share this information with prospective employers. Your instructors will tell you how and when your program TSA will be done. 


	
	

	GUIDELINES FOR YOUR SUCCESS
	SELF
	DEAN 

	22 NTC Student Guidelines and Procedures

Please review all of the NTC student guidelines and procedures found at this website: 

 http://www.ntc.edu/current-students/guidelines-procedures 

Student Behavior Guidelines (Including)

Academic Honesty
Safety and Security


Children on Campus
Student Code of Conduct


Computer Use Policy
Student Due Process


Discrimination and Harassment 
Tobacco-Free Campus


Drugs and Alcohol


Student Academic Procedures (Including)

Academic Appeal
Grades and Grading System


Academic Retake
Refunds


Add/Drop a Class
Transcripts

General Information (Including)

Academic Calendar 
Religious Accommodations for Students


Emergency School Closing
Student Catalog and Handbook


Equal Opportunity
Student Bill of Rights

Privacy Policies
Student Printing Procedure

Academic Support:  Please visit the following sites to learn more about these services.

Tutoring:  http://www.ntc.edu/current-students/tutoring 

Learning Center:  http://www.ntc.edu/current-students/learning-center.html 


	
	

	23. Safety Guidelines/Regulations (if applicable)
	
	

	24. Special Needs/ADA Accommodations
NTC is committed to providing reasonable accommodations that allow students with disabilities to fully participate in the technical college environment.  If you are a student with a documented disability and believe you could benefit from academic accommodations, please contact the Student Success Center at 715.803.1469 or visit our website http://www.ntc.edu/current-students/disability-services 
	
	

	25.  NTC STUDENT E-MAIL
 Email is NTC’s official communication tool with students.  Please check your NTC email often.  All college and course communication will be through NTC student email and Blackboard.  Please use professional communication at all times.
	
	

	26. Student Help Desk Information
NTC has a 24-hour Student Help Desk to provide technical support for our online students.  Requests for help may include login and password problems, course software use, software technical problems, and browser questions.  If you have questions or need assistance when you are working on your course, you can contact the NTC Student Help Desk by calling 715-803-1160, press option #1, or 1-888-682-7144, Ext. 1160, press option #1. You can also submit a help ticket online at http://www.ntc.edu/helpdesk.  Please provide the following information:  name of course, your student ID number, what you were trying to do, any error messages you may have received, and how to contact you.
	
	

	27.  Other Guidelines- as needed
	
	

	28. Course Revisions
In this syllabus, I have provided course information and a tentative schedule to guide your learning.  I do, however, reserve the right to revise this information so that I may offer you the most current content and effective educational experiences.  I will communicate any syllabus or schedule changes to you in a timely manner to support your success in this course.
	
	

	29. Tentative Course Schedule

example
Due Date            

Competencies/Learning Plan Info          

Readings/Major Assignments/PATs

2/13/13              

Demonstrate reflective listening skills

Compare theoretical models for counseling.                                   

Read Ch 1 and 2  Reflection paper on chapter 1

4/20/13              

Learning Plan 5 Competencies 4,5,6     

Venn Diagram PAT       Ch 8 Exam in class


	
	

	
	
	

	
	
	


Instructor Comments: 

Supervisor/Dean Review:  
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