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Tompkins Cortland Community College Section Syllabus
Course No. (Credit Hours): ex. MATH120 (4 credits)

Course Title: Use the Tompkins Cortland Community College course title (ex. College Algebra)
Instructor: Even if multiple instructors teach the same course, submit a section syllabus for each.   
Contact Information: How students would reach you for help
Location: List your High School or BOCES
Semester: Fall or Spring or Full Year (Most courses should be single semester. If the high school course is full year, but most college content is taught in the spring, select “Spring”)
Course Description: 
Copy the description from the College Master Course Syllabus. Include any SUNY General Education requirements met. 
Prerequisites & Basic Skills: 
Identify all prerequisites (minimum course grades, exam scores, or GPA) and basic skills requirements (IE, writing, reading, writing, or computer skills) used to identify who may register for credit. These should be consistent with the Master Course Syllabus and any other guidelines provided by CollegeNow and your liaison. Include any pre- or co-requisite high school or college courses, grades, or test scores that a student needs in order to register for college credit. 
Include the grade level of students; some courses are limited to 12th or 11-12th grade. 
For sequential courses, the equivalent of a C or higher is required in the prior course in that discipline; IE, a “C” in ENGL101 to take ENGL102 or “C” in MATH120 to take MATH200 or MATH138. For courses that register in the spring, students should have earned at least a “C” in the fall semester of the high school course to register for credit.
Student Learning Outcomes: 
List the learning outcomes from the Master Course Syllabus. As a reminder, at the end of the semester you will need to complete an SLO assessment form in which you identify what assessments you used to determine that each outcome was met by students in the class.
Texts and Materials: 
Include print, digital, and audiovisual materials. The Master Course Syllabus and sample section syllabi provide suggestions of college-level materials; any texts you select that are not listed must be approved by the faculty liaison. Some courses have specific required textbooks and labs, which will be noted in the guidelines provided by CollegeNow and your liaison.  
Class Modalities/Learning Strategies: 
Briefly describe the teaching methods you intend to use during the course, i.e., lecture, discussion, audio-visual aids, labs, field trips, clinicals, etc. If applicable, indicate how any online learning management systems (Brightspace, Google Classroom, etc.) are being used in the class (as a repository for course materials, discussions, quizzes, and assignment submission). If applicable, indicate whether any students may be participating via synchronous distance learning.
Required Readings, Presentations, Assignments, etc.: 
Provide an explanation of each of the requirements for the course (i.e., homework assignments, essays, projects, quizzes, exams, class participation, online discussion posts, presentations, etc.). For each particular requirement, please detail your expectations.

Evaluation/Grading System: 
Summarize how the final grade is determined using a point and/or percentage system that shows the respective weighting of each of the graded course requirements. The College grade must be calculated by a methodology consistent with the Master Course Syllabus and your faculty liaison’s guidelines. (If the high school grade is calculated differently, make sure your students understand the differences.) 
Instructors should use the following grading scale for converting between numerical and letter grades, unless your liaison has provided you with a different scale. 
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High Achievement A 93-100 4.0
A- 90-92 5374
Good Achievement B+ 87 -89 3.3
B 83-86 3.0
B- 80-82 2.7
C+ 77-79 23
Satisfactory Achievement C 73-76 2.0
Below Satisfactory Achievement C- 70-72 1.7
D+ 67 - 69 1.3
D 63 -66 1.0
D- 60-62 0.7

No Credit F 59 and below 0.0




Make-Up Policy/Late Work: 
Provide your policy for submission of any late work and whether you allow make-up examinations, with or without penalty, and under what circumstances. There are many ways to address late work, and different assignments may have different policies. For example, you might allow late work for homework but not exams, or vice versa. There also may be penalties for late work even though you will still accept it (e.g. ten points off for every class day), or you may have a limit to how late something can be turned in (e.g. you will accept something up until it is two weeks late, or they can turn in no more than two things late). You may identify whether and what kind of evidence students need for late work (e.g. a doctor’s note, a job-related event, or nothing at all). Make all these stipulations clear.  

Attendance Policy: 
Specify your attendance policy including penalties for tardiness. Students want to know how their attendance will affect their grade, if there are hard rules for class days or lab/project days, and how many classes they can miss without penalty. Include information on how non-attendance will impact a student’s final grade or whether they will be withdrawn from the TC3 course. Below is the College’s Attendance Policy to use/apply: 

It is the responsibility of all instructors to distribute reasonable attendance policies in writing during the first week of class. Students are required to comply with the attendance policy set by each of their instructors. Unless otherwise provided for by the instructor, all students are expected to promptly attend, on time, every class session for which they are registered. If absence from class is anticipated, it is the student's responsibility to inform the instructor as far in advance as possible. If the student is absent on the day of an examination or the day an assignment is due, the instructor will decide whether the exam or assignment may be submitted late. In all cases, it is the student's responsibility to find out what happened in class. 

Students are not penalized if they are unable to attend classes or participate in exams on particular days because of religious beliefs. Students who plan to be absent from classroom activity for religious reasons should discuss the absence in advance with their instructors.
Student Responsibilities: 
Your expectations about the involvement of students in the learning experience and classroom citizenship should be positively and specifically stated here. In addition, you may wish to use this space to clarify how expectations may differ from high school in relation to classroom discourse, assignments, role of student vs instructor, how to seek help from you, etc. 
Statement of Academic Integrity: 
Identify your policies and procedures and clearly delineate how you address first time and subsequent academic infractions within your course (including, but not limited to, reduction in grade, elimination of grade, failure for the course). (Misuse of a source is not considered plagiarism, though you may still issue grading penalties.) 
Please make explicit note of whether you allow Artificial Intelligence in your classes and your approach. Refer to TC3’s Academic Integrity guidance documents for samples of AI use statements and other resources. 
Include the statement below, in addition to your own course-specific guidance. 
Tompkins Cortland Community College’s Statement of Academic Integrity
Academic Integrity is foundational to the learning community at Tompkins Cortland Community College. We are committed to establishing clear expectations and providing guidance and support to help students develop ethical academic practices. Students are expected to engage honestly in all aspects of their academic work, including written and oral assignments, examinations, laboratory and research activities, and clinical, field-based, and cooperative learning experiences. Academic work submitted for credit must represent the student’s own effort and understanding, and students are expected to acknowledge the words, ideas, and contributions of others according to course expectations. While unintentional errors (such as citation mistakes or misunderstandings) may be addressed through instruction and feedback, intentional instances of academic misconduct (such as cheating, submitting work completed by someone else, falsifying information, or similar actions) are considered academic integrity violations and may result in academic or institutional sanctions.
Student Support Services: 
Identify academic resources available in school (library, etc.), as well as how students can get instructor help outside of class (office hours or email). You must include that: 
Campus and online services, including library, tutoring, career resources, and study skills assistance, are available free via the Student Support Services link on the CollegeNow webpage.
Appropriate Academic Adjustments: 
Required language, though you may add to it if your school has an additional process:
Tompkins Cortland Community College is committed to providing equal educational opportunities for students with disabilities and those with conditions that present barriers to one's educational experience. All students are a valued and essential part of the TC3 community. 
If you experience disability, please contact the Office of Access & Equity using the online form at www.tc3.edu/access-equity, which is also on CollegeNow’s website under Student Support Services. You may allow your school’s staff or a parent/caregiver to support you in the process. If you have questions, please email BCL@tc3.edu. 
Course Content & Calendar: 
Include a listing by either week or class session of the respective topic(s) that will be covered during that time frame. Include any particular readings or homework assignments required each week. Make a note for students that the dates are subject to change.
Include the following and direct students to our website for guidance and resources:
Tompkins Cortland Community College Expectations and Resources

Students and families should review the guidelines provided on CollegeNow’s website (www.tc3.edu/collegenow) for information on College expectations and policies, implications for academic standing and financial aid, accessing learning resources and services, and transferring college credits.
