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COURSE INFORMATION SHEET


COURSE INFORMATION

Course Title: 
Course Number and Section: 
Instructors: 
Format: Fully Online 

Office: 
Email: 
Phone: 
Department: 		Location: 		Phone: 
Address: Monroe Community College, 1000 E. Henrietta Road, Rochester, NY 14623
Technical Help: 
· MCC Technology Assistance (Student Account Help):  MCC Student Help Desk (585) 292- 8324 
· Blackboard Assistance: Open SUNY Help Desk 1-844-OPENSUNY (1-844-673-6786) 

COMMUNICATION

The general practice in Blackboard is for communication to take place through the "quick links", Message My Professor Link. This is located on the left side of this page. This will send a private message to me within Blackboard. Please check your messages regularly within the course. 

Discussion Forums are where you post your responses to discussion questions and read the responses of others. Your contribution to discussions is an important part of the course, and part of the learning activities you'll be evaluated on. Forums are located within the Course Content.

Ask a Question is a specific discussion forum in the course.  It is a public forum and is the equivalent to raising your hand in a face to face class. Other students will be able to read and reply to your question. You can find it on the left side of the page. You may want to subscribe to this discussion and receive an email when new posts are added.

Response Time:  I will monitor this course on weekdays from 9am-5pm. I will respond to your email within 24-48 hours.
 
COURSE DESCRIPTION
	
Add official description
Course Credits: 
Course Prerequisites/Co-requisites: 

COURSE LEARNING OUTCOMES

By the end of this course, you will be able to:

SEMESTER OUTLINE
· Module 1
· Module 2
· Module 3
· Module 4
· Module 5
· Module 6
· Module 7

REQUIRED COURSE MATERIALS
1. 

Required Software

In this course you will be using conventional productivity software, such as word processor and graphic presentation tool. Microsoft Word and PowerPoint would be appropriate, or similar programs that can convert files to PDF format. In addition, you may require certain Internet plug-ins for using articles, simulations, or videos inserted in some documents of this course. These are:
1. Adobe Reader
2. Macromedia Flash Player
3. Macromedia Shockwave Player
Click to download and install these plug-ins.
Additional Resources
 Each module of the course contains many links to Internet resources that are relevant to the specific content.

COURSE ORGANIZATION

The course content will divided by topic into x modules within Course Content.  Clicking on the title of each module will give you access the learning activities and assignments.

Each Module will be subdivided into:
· Readings/Materials
· Assignments 

Course Requirements

You will be expected to complete all of the work found in each module. Each week/module begins on x morning at 12:01 am and end on x at 11:59pm.

COURSE POLICIES 

Due Dates: Please see “What’s Due When” in Blackboard for current due dates. 

Grading Policy: Students can check their progress in the My Grades link from the Course Menu. 

Late Assignment Policy: Assignments are due on the date stated. If you have any issues, please contact your instructor in advance. 

Make-up Policy:

Incomplete Policy:
 
GRADING COMPUTATION 

Learning Activities 
	[bookmark: _GoBack]  Activity Name  
	  Activity Overview  
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	100


	
	
	
	100

	
	
	
	100

	
	
	
	100

	
	
	
	100




How You Will Be Evaluated

I will use both qualitative and quantitative evaluation in all course learning activities. The qualitative evaluation is represented by my comments to your assignments and discussions. The quantitative evaluation is represented through points for each assignment and discussion and they are based on specific criteria for the course and each learning activity in the course. This page summarizes what you need to know about both the qualitative and quantitative evaluations in this course. You may want to print it for future reference.


Grading Schema

Final Course Evaluation 

Your final course grade will be calculated according to the following:
	  Letter Grade
	Grade Range

	A
	93-100

	A-
	90-92 

	B+
	87-89 

	B
	83-86

	B-
	80-82 

	C+
	77-79

	C
	73-76

	C-
	70-72

	D+
	67-69

	D
	63-66

	D-
	60-62

	F
	0-59




ATTENDANCE/WITHDRAWAL POLICIES 

Attendance

Regular class attendance is one of the most important contributing factors to your academic success. Missing classes may have an academic consequence as outlined in your course syllabus. In additional, failure to attend class may impact scholarships, grants, loans, veteran affairs status, satisfactory academic progress (SAP), participation on athletic teams, eligibility to live in campus housing, and, most significantly, financial aid assistance. If a student determines that he/she will be unable to complete courses in which he/she is currently enrolled, it is the student’s responsibility to initiate procedures leading to a formal withdrawal (“W”) in order to avoid a failing (“F”) grade. Students who need assistance in completing this process may contact the Registration and Records Office. 

Virtual “attendance” in this course will be determined by your participation in the weekly modules EVERY week during the course by reading, watching videos, participating in the activities, and submitting assignments. However, if you do not participate each week, or develop a pattern of turning in assignments late, your grade will be affected and could lead to failure of the course. If you do not participate for a TOTAL of 2 weeks, consecutively or not consecutively (in a row), you may be recommended to withdraw from the course. Please refer to the MCC Catalog and Student Handbook for attendance and withdrawal guidelines. If you are concerned about your grade and virtual “attendance,” please talk to the instructor early in the semester.

Class Withdrawal and Implications for Financial Aid
All students are advised to consult with the financial aid advisor before withdrawing from a class.
 
Class Behavior and Netiquette Guidelines

When communicating online you should always: 

· Treat instructor with respect, even in email or in any other online communication
· Always use your professors’ proper title: Dr. or Prof., or if you in doubt use Mr. or Ms.
· Unless specifically invited, don’t refer to them by first name.
· Use clear and concise language
· Remember that all college level communication should have correct spelling and grammar
· Avoid slang terms such as “wassup?” and texting abbreviations such as “u” instead of “you”
· Use standard fonts such as Times New Roman and use a size 12 or 14 pt. font
· Avoid using the caps lock feature AS IT CAN BE INTERPRETTED AS YELLING
· Limit and possibly avoid the use of emoticons like :) or [image: Smile]
· Be cautious when using humor or sarcasm as tone is sometimes lost in an email or discussion post and your message might be taken seriously or offensive
· Be careful with personal information (both yours and other’s)
· Do not send confidential patient information via e-mail
More tips regarding general online security, guidelines, email netiquette, and discussion board netiquette.


COLLEGE POLICIES 

Students are required to read and acknowledge College-Wide policies each term. They are found in “College-Wide Policies” on Blackboard under Student/Courses.
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