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	Master Syllabus

	EVALUATION OF INSTRUCTION
Each class at the College is evaluated by the students during the semester.  The instrument used allows students to comment on the instructor and his presentation of the course.  The results of these evaluations are made available to the instructor after grades are complete and turned in to the Division.
The Dean of the Division or his designee visits classes to observe instructors and completes an evaluation.  A copy is given to the instructor with the opportunity for the instructor to respond to the evaluation.  The evaluation with the instructor’s response is kept on file in the Dean’s office.  



	Individual Instructor’s Syllabus 

	COURSE DESCRIPTION

Students will complete computer-based WorkKeys Foundation assessments, Personal Skills assessments and other activities to demonstrate job readiness.  These assessments are designed to measure workplace skills.  Problems are presented using workplace situations and materials. 
WorkKeys Foundational Skills assessments measure cognitive abilities such as applied mathematics, reading for information, and locating information.

WorkKeys Personal Skills assessments are designed to predict job behavior and measure the potential of individuals.

REQUIRED MATERIALS
Computer access and a calculator.
STUDENT LEARNING OUTCOMES 

Students will demonstrate job readiness by completing WorkKeys assessments at the required levels for industry certification:
    Math—Level 4

   Locating Information—Level 3

   Reading—Level 3

Applied Technology—Level 3 (Optional)
    Students will outline sections of a resume to be completed through the Career Services Department
    Students will explore unsafe job behavior and attitudes toward work

    Students will use assessments designed to predict job behavior and measure potential of individuals

REQUIREMENTS FOR SUCCESSFUL COMPLETION
Student will complete the following WorkKeys Assessments at the required levels for certification:

    Math—Level 4

   Locating Information—Level 3

   Reading—Level 3

  * Applied Technology—Level 3 (Optional)

CONTENT OUTLINE
Student will complete WorkKeys Assessments and other job readiness activities to demonstrate job readiness. These activities are designed to provide reliable, relevant information about workplace skills.

GRADING (P/NP: Pass or Not Pass)
Students will complete one or more of the following WorkKeys Assessments and job readiness activities as indicated for successful completion of course:

   Math—Level 4

   Locating Information—Level 3

   Reading—Level 3

  * Applied Technology—Level 3 (Optional)



	


	Curriculum-wide Policies

	ATTENDANCE
Students should read the policy on attendance in the Nunez College Catalog.  Roll will be checked each class and the instructor may drop a student for excessive unexcused absences prior to the official last day to drop a course.  If the instructor drops a student from the roster before the last drop date, the student will receive a “W” grade.  If absences occur and/or accumulate after the last day to officially withdraw, the student will fail the course.  Excessive absences usually equal to two weeks of class time.  Students who arrive late to class must see the instructor after the class to have that absence removed.  Students who leave class early may be counted absent for that class.
CLASSROOM ETIQUETTE

No student may create disturbances to the learning environment.  Students may be warned, asked to leave class and/or referred to the Vice-Chancellor for Student Affairs or designee for disciplinary action depending on the frequency or severity of the disturbance.  Entering and leaving the classroom during class time is a distraction to other students and the instructor and should be avoided.  A student’s need to be in constant contact with the outside world through high-tech electronic devices (beepers, cell-phones, etc…) does not supersede basic classroom etiquette, and the beeping, buzzing or ringing of these devices are definitely considered a disturbance by the instructor. 

Only those persons enrolled in the class should be present in class.
PLAGIARISM AND CHEATING
Cheating/plagiarizing is a serious offense.  Webster defines plagiarism as the act of “taking and using as one’s own the ideas or writings of another.”  Depending on the frequency or severity of a student’s cheating/plagiarizing the instructor may lower the student’s grade or recommend the student to the Vice Chancellor for Academic Affairs for disciplinary action.

AMERICANS WITH DISABILITIES ACT
It is the policy of Nunez Community College to accommodate students with disabilities, pursuant to federal law, state law, and the school’s commitment to equal educational opportunities.  Any student with a disability who needs accommodations should contact Carly Gervais in the ADA Coordinator’s Office. The office is located in the Law Library, Room 1-234, telephone 278-7491 or e-mail cgervais@nunez.edu.



