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COURSE TITLE:

COURSE  SYLLABUS

COURSE INFORMATION
Course Number
Credits
Starts  January 28, 2013   Ends  May 24, 2013
Meeting Time(s) Day(s), Hours  
Location(s)  Campus and Room # (s) – unless online course 
Instructional Method  (Online, ITC/IP, Accelerated, In-person, LYW or Hybrid) 
Course Description  (Exactly as listed in PeopleSoft-contact your division or the curriculum office if you need the current course description) 
INSTRUCTOR INFORMATION
Instructor  
E-mail  username@ntc.edu 
Office Phone and Fax  (715) xxx-xxxx, ext xxxx, fax (715) xxx-xxxx  
Office Location  
Office Hours  Days and times Ex; Thursday 8 - 9 a.m.; Friday 8 – 9 a.m. &  11 a.m. – 12 noon.

Instructor Contact:  Please provide a clear description of the expectations or guidelines for instructor/student contact (procedure to ask questions, specific words students should use in e-mail subject lines, the document file types students can use, etc.) is posted. Please feel free to email or phone me using the contact information provided.  I will respond to your message within xx hours or xx days.  When leaving a phone message, please speak slowly, include your name, course, return number and reason for calling.  All emails should include your full name, course name and a detailed, professional message.
ADDITIONAL COURSE INFORMATION

Course Pre/Co-requisites  as listed in PeopleSoft 
Textbook(s)  include ISBN #, correct title, author(s), Publisher, edition and date
ex; Engelberg, Sara.  Periodontal Examination.  Odontoscience (publisher), 2011.  Second edition. ISBN:7686868999  This book may be purchased at NTC’s bookstore. 

Supplies  Example:  (CD-ROM, clinical attire, Internet access, flash drive, etc.) 
Program Outcomes  Provide official program outcomes linked to this course.  A description of how this course fits into the overall program may be included. Contact the curriculum office if you need a copy of the current program outcomes. If your course is in General Education/ABE/ESL or is not part of a program, you do not have program outcomes to enter. 
Course Competencies 
Competencies are what learners will be able to do as a result of the learning experience. In this course, the competencies that you must demonstrate are:  (List course competencies which match those in WIDS) 
Core Abilities

Core Abilities are broad outcomes or skills that every graduate of an NTC program is expected to achieve.  These skills go beyond the context of a specific course or program and are the skills employers tell us they expect employees to have.  For you to meet these demands, NTC has identified seven Core Abilities that are important to every area of learning.  In this course we will focus on:  Use the following list to identify core abilities for this course. These must match the Core Abilities listed in the Course Outcome Summary in WIDS. 

Communicate effectively
Act responsibly

Work productively
Work cooperatively

Demonstrate integrity
Develop global awareness

Think critically and creatively
ASSESSMENT INFORMATION
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.
For Virtual College courses, consider adding this language: Your grade will be based on you being able to demonstrate all course competencies. You may be required to demonstrate the competencies through online discussions, article summaries, research papers, quizzes, projects, case studies and scenarios, or taking a final exam. You must complete ALL Graded Activities to successfully complete this course. 

In this course your performance will be assessed in the following methods:
Include a list and description of items or categories which contribute to the student’s overall grade. (ie: attendance/participation, PATs, tests/quizzes or daily assignments) Include % values for weighted grades or point value ranges per category for the total points method. 
*Include information about PATs for the course.  Include a statement regarding what happens if the student doesn’t meet the PAT/assessment expectations. 
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).
Attendance and Participation:  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 specific information regarding: the potential loss of points per absence or the number of absences which will lower the overall course grade or cause failure; the implications for making up missed work or assessments due to an unexcused absence; and what absence looks like in an online/hybrid, LYW model if applicable. 
For Virtual College courses, consider this language: In order to succeed in a Virtual College course, you need to have the required level of computer skills, motivation and a commitment to learn and work on your own.   This means that it is very important that you are independently organized, responsible, have the ability to troubleshoot and understand how to ask for help when needed.  While this course has flexible assignment deadlines, you are strongly encouraged to begin the course as soon as possible and complete assignments each week.  This will help you stay on track and be successful in this course.  If you run in to issues during the semester, please contact me or Susan Ryman, your advisor, as soon as possible to help you work out a plan to ensure course completion.

Include a statement regarding your course consequences for late or missed assignments/tests 
Online Attendance: To demonstrate consistent online attendance and participation, you should plan to log on and actively participate in the course at least 3-5 times each week.  Examples of appropriate responses would be an entry into the threaded discussion, submission of an assignment, or participation in group work. (Though you are welcome to participate in the CyberCafe as frequently as you would like, this does not qualify as "attending and participating" in the course.) 
Include a statement that addresses how you will handle the Drop/No Show policy. (Optional language included)  No Show/Drop/Cease to Attend:  Students who do not attend the first session of class or who do not complete the first assignment in Blackboard by the deadline will be considered a ‘No Show’ and will be removed from the course.  If you wish to drop this course once it is underway, you may do so within the first 80% of the course.  Please follow the information under the Student Procedures Guidelines to officially drop the course.  If you cease to attend and do not “officially” drop a course before the course is 80% complete, you may receive an “F” for this course. 
  Credit scale on chart represents NTC’s grading policy *please note there are no C-, D+ or D- values 
	Letter

grade
	%  or points needed to achieve grade

* All competencies must be met to earn a C or above

	A
	( % or Point Range)  and has met all course competencies

	A-
	( % or Point Range)  and has met all course competencies

	B+
	( % or Point Range)  and has met all course competencies

	B
	( % or Point Range)  and has met all course competencies

	B-
	( % or Point Range)  and has met all course competencies

	C+
	( % or Point Range)  and has met all course competencies

	C
	( % or Point Range)  and has met all course competencies

	D
	( % or Point Range)  and/or has not met all course competencies

	F
	( % or Point Range)  and has not met all course competencies


Grades
Final course grades can be viewed by going to www.ntc.edu, clicking on “my>NTC” and following the instructions listed. For more information on grading and academic procedures, please review the NTC Policies and Guidelines below.
Technical Skills Attainment (Statement not needed for General Education/ABE/ESL courses) 
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
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 
Safety Guidelines/ regulations (if applicable)

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 
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. 

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.
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.

Other Guidelines -as needed or used in your program area
*Online - Learner Role and Responsibilities 
You are an adult learner and as such you are responsible for your own learning. No one else can be a "stand in" for you in the learning process. You will be held accountable for all assigned activities. You matter and what you do does make a difference. You will have an opportunity to share your unique ideas and experiences with your student peers and instructor. The form and content of your participation will determine the level of achievement, satisfaction, and enjoyment that you experience. Because others are depending on you to keep the course moving, you have an obligation to meet deadlines for completing assignments and postings. 
Tentative Course Schedule  This is a timeline for readings/major assignments/PATs.  It should be linked to specific course competencies and include dates.  You may wish to put this in a table format.  

examples

	Date/Session/Week
	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
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