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INSTRUCTOR INFORMATION

Instructor Name: 

Instructor Contact Information: 
	E-mail:    @butlercc.edu


COURSE INFORMATION 

Course Description

Course Relevance

Required Materials

Supplemental Materials (if applicable)

Learning Outcome(s)

Learning PACT Statement
Butler prepares students to be principled, productive individuals who are responsible, involved lifelong learners. To accomplish this goal Butler has established a Learning PACT for the skills that learners need during their career and has integrated PACT skill-building activities and assessments through a variety of program coursework, extra-curricular activities, and other learning opportunities.
The BCCC Learning PACT consists of:
P = Personal Development Skills
A = Analytical Thinking Skills
C = Communication Skills
T = Technological Skills
The Learning PACT Skills are vital for any adult to function successfully in the ever changing world of the 21st century.  Butler expects learners to be full partners in the learning process and as such to assume primary responsibility for their own choices.

Learning PACT Skills 

Major Summative Assessment Task(s)

Computer Use Expectation
Butler Community College expects students to be able to use computers, Internet and web-based materials proficiently both inside and outside the classroom to accomplish course outcomes.  Courses may have discipline specific software requirements which will be denoted by schedule type “X”.  For any specific software requirements, refer to course outlines at www.butlercc.edu/outline/

Student Engagement Expectation
Butler Community College expects students to be engaged in the learning process.  Engaged students 
are motivated, prepared for class, interact inside and outside of class with other students and faculty, and take responsibility for their own learning.	

CLASS INFORMATION

Methods of Grading and Evaluation:
The student will be evaluated on the basis of his/her performance on the following:


	Grading Scale
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	F




Class Schedule:
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	Date
	Learning Activities
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The schedule and procedures in this course are subject to change in the event of extenuating circumstances.


INSTITUTIONAL POLICIES

Attendance: Students are expected to attend all scheduled class and examination meetings.  Students are also expected to maintain satisfactory progress in each of the classes in which they are enrolled.  Thus, whenever absences become excessive and, in the instructor’s opinion, minimum course objectives cannot be met due to absences, the student may, at the discretion of the instructor, be withdrawn from the course. If a student is withdrawn by the instructor for excessive absences, a grade of “WT” (withdrawn by teacher) will be recorded on his/her permanent record.  Instructors are responsible for clearly stating their attendance policy and administrative drop policy in the course syllabus, and it is the student’s responsibility to be aware of those policies.

       Procedural Clarifications:
1. Students should not miss class for any reason other than a college activity or an emergency, as determined by the instructor (i.e., death in the family, health).
2. Student absences for approved college activities will not accrue as excessive absences.
3. Students will be allowed to make up work missed as a result of college approved activities.
4. Students will make up work before the absence for the approved college activity or within one week after returning to class.  Students will check with each instructor prior to the absence to arrange for make-up times.
5. Activity sponsors will publish a timely list of students who will be absent because of an approved college activity.


Academic Integrity
Butler Community College defines academic integrity as learning that leads to the development of knowledge and/or skills without any form of cheating or plagiarism.  This learning requires respect for Butler’s institutional values of quality, service integrity, and caring as well as its Learning College Principles.  All Butler students, faculty, staff, and administrators are responsible for upholding academic integrity.  

Cheating is giving, receiving, or using unauthorized help on individual and group academic exercises such as papers, quizzes, tests, and presentations through any delivery system in any learning environment.  This includes impersonating another student, sharing content without authorization, fabricating data, and altering academic documents, including records, with or without the use of personal and college electronic devices.

Plagiarism is representing or turning in someone else’s work without proper citation of the source.  This includes unacknowledged paraphrase, quotation, or complete use of someone else’s work in any form.  It also includes citing work that is not used and taking credit for a group project without contributing to it.   

Faculty members have discretion in handling student violations of the academic integrity policy, but faculty members must consult with their deans or administrators.  Faculty members must inform students of violations and their consequences in writing.  Students who violate the academic integrity policy will sustain academic consequences set by faculty members, which may include, but are not limited to:

· A warning.
·  A zero or failing grade on the academic exercise with repetition of the exercise allowed for reduced or the same amount of original credit.  
· A zero or failing grade on the exercise with no repetition allowed.
· A failing grade in the course and removal from it.

Students who violate the academic integrity policy are also subject to administrative consequences, which may include, but are not limited to:
1. Reprimand.
2. Probation.
3. Being barred from the course and/or program.
4. Reduction or cancellation of a college scholarship.
5. Suspension from college activities.
6. Suspension from the college for a set time.
7. Expulsion from the college.
Students will be informed of administrative consequences in writing.

Students who have been accused of academic integrity violations may follow the Academic Appeals process listed under Student Grievance Procedures.  This process assures due process and procedure.  Generally, if dissatisfied with the consequences set by faculty members, students may appeal in writing to appropriate deans or administrators.  If dissatisfied with the dean’s or administrator’s decision, students may appeal to the Student Review and Appeals Committee, which consists of student and faculty representatives and the Vice President for Student Services.  If dissatisfied with the Student Review and Appeals Committee’s decision, students may appeal to the Vice President for Academic Affairs, whose decision is final.  Students will be notified of appeal results in writing.   

Incompletes: If a student who has been making a passing grade cannot complete the work in a course due to illness (or other sufficient reason), an instructor, at his/her discretion, may enter an "I" temporarily on the student's record at the end of the term when the final grade roster is submitted.  It is the student's responsibility to initiate the verbal or written contract with the instructor.  The "I" will change to an "F" if the work is not completed within the first 6 weeks of the following semester (excluding summer), unless an extension of time is granted by the agreement of the appropriate dean and the instructor of the course.  The student is entirely responsible for completing the work which will remove the "I."

Disability Services Statement: Anyone needing information concerning special needs should contact your instructor after class or the Disability Services Coordinator, at 322-3321 or 733-3321.


INSTRUCTOR POLICIES

Attendance: 

Late/Make-up Assignments: 

Drop:





DEPARTMENTAL POLICIES
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