[image: ]
Syllabus
Taft College is committed to creating a community of learners by enriching the lives of all students we serve through career technical education, transfer programs, foundational programs, and student support services. Taft College provides an equitable learning environment defined by applied knowledge leading to students’ achievement of their educational goals.
Course Title, and Section Number
Name:
Department:
Office Hours:
Contact Information
TC email:
Office:
Phone:
Personal Introduction
Welcome to insert course title. My name is place full name. I look forward to working with all of you. Please give brief background information about yourself. Where did you attend college? Specific area of expertise. How long have you been teaching at Taft College?
Course Description
Place the course description found in the course catalog. This course is worth 3 credit hours. 
Academic Prerequisites
Place prerequisites here, if there are no prerequisites put “none”
Course Objective
Students who successfully complete this course will be able to:
1. Objective
2. Objective
3. Objective
Level Objectives (Unit/Module Objectives)
· Level Objective
· Level Objective
· Level Objective
· Level Objective
· Level Objective
*Level objectives should be specific, measurable, and aligns with the course objectives. 
For example
Course Objective: By the end of this course students will be able to apply basic Sign Language techniques used in everyday communication. 
Level Objective: Students will demonstrate basic facial expressions while using ASL (Unit/Module/Week3). 
Course Materials
Required
Text:
Textbooks are not automatically mailed to students enrolled in a distance course at Taft College. Students must purchase the textbooks from the Taft College Bookstore. Textbooks can be ordered online or via phone 661-763-7731
Recommended Material:
Other Material:
Technology Prerequisites, and System Requirements
1. Students will need daily access to the internet.
2. Know how to search for information using the internet.
3. 8GB or more preferred.
4. The most current up-to-date version of Firefox or Chrome
5. Please update or download the following free versions of software:
Firefox
Chrome
6. If there are any other requirements for the course, please put that information here.
Grading Policy and Evaluation
	A
	B
	C
	D
	F

	100-90
	89-80
	79-70
	69-60
	59-Below



Grading of Assignments and Assessments
Place specific grading information here. Including each assessment connects with the grading scale and how late the assignments are dealt with.
Example
Quizzes-25%
Assignments-25%
Discussion Board-20%
Participation-5%
Final Exam-25%

You will receive 5% reeducation for late assignments and discussion posts. There is no make up for quizzes and the final exam.
Participation Requirements 
Place requirements here for example Students should log into their course every day to view announcements, participate in the discussion, and take quizzes or exams. Students are expected to attend and participate in in-class and outside-of-class learning activities related to collaborating with students and professionals. 
Response Time
State the response time that you will provide to students regarding feedback for emails, assignments, exams, quizzes, and discussions.
For example, I will respond to emails within 24 hours. Assignments, exams, and quizzes will be graded within 3 days of submission please look in the grading area for feedback on assignments and exams.
Make-Up Work
If applicable
Drop Dates
Please refer to Taft Colleges website for add/drop for each term.
University and Course Policies
Students with Disability
Disability Support Programs and Services (DSPS) focuses on serving students with disabilities through assistance in acquiring academic knowledge at all levels, promoting a life-long desire for learning, developing and increasing the understanding and appreciation of diversity, and aiding in preparing students for personal, academic, and vocational success. Through a collaborative process with Taft College instructors, staff, and with local, state and federal agencies, we endeavor to align students with appropriate services during the transition to college, and beyond.
Technical Support
Help desk:  Help Desk website
Help Desk Email: DESupport@taftcollege.edu
Help Desk Phone Number: 
661-763-7917
Academic Resources
Academic Resources can be located at Student Resources 
Student Services
Student Services can be located at Student Services
Libraries and Technology
Taft College libraries can be located at Taft College Library
Academic Honesty Policy
Academic integrity is a basic principle, which requires that students take credit only for ideas and efforts that are their own. Cheating, plagiarism, and other forms of academic dishonesty are often defined as the submission of materials in assignments, exams, or other academic work that is based on sources that are prohibited by the faculty member or in ways that do not properly cite where a student's ideas and efforts came from. Academic dishonesty also includes instances in which students collaborate on assignments, labs, or any other academic work which is intended to be independent. Academic dishonesty is further defined in the Student Code of Conduct.
Copyright Policy 
Taft College encourages the use of its information resources to create and share information and knowledge in support of its three-part mission of teaching, research, and service. This AUP summarizes, and where applicable, outlines Taft College’s specific rules and procedures for the appropriate use of information resources. Users will be held to the terms and conditions outlined in both this policy and Taft College Board of Regent's (BOR).
Fair Use Policy 
“Fair Use” refers to the legal right of individuals to use copyrighted materials for certain purposes without infringing on the copyright protections associated with those items. Section 107 of the U.S. Copyright Act outlines four factors that must be considered when determining whether a specific use of a work is protected under Fair Use.
Netiquette Statement
Defining: Etiquette used in an online chat or discussion via internet "Netiquette" gives us the guidelines to use to have a creative, critical and polite conversation in an online environment. The online conversation is read by people on a computer screen. It can be difficult to read emotion through the written word, so using appropriate text a descriptive language is very important. Also, when in an online conversation a user must remember to the message as it stands and not read into the message what may not be there.
The following rules will assist you in adhering to proper etiquette in this course:
1. Would I say this to someone if we were face to face?
a. It not, rewrite the post in a way that reflects how you would speak if you were in the same room having the same conversation.
b. Do you want what you are publishing shared and possibly seen by others outside this conversation?
2. Follow the assignment/discussion board rules set by the moderator or instructor.
3. Make an attempt at quality written work.
a. Check your facts
b. Cite sources, if using material from others in your discussion
c. Stay away from hearsay and gossip
4. Share information, links, and sources that may assist others in your conversation.
5. Be careful with negative talk, personal opinion, and emotional responses.
6. Respect the privacy of your classmates, do not share their stories without permission. 
Taft College Privacy Policy
Accessibility Statements from our 3rd party vendors
Canvas
Respondus
VoiceThread
YouTube
Turnitin.com
McGraw-Hill Higher Education
Pearson MyMathLab 
Adobe
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