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	Included only on the 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.  



	Information Included (as a block) on the Individual Instructor’s Syllabus as well

	COURSE DESCRIPTION

Group discussions of study skills, communications, values, problem-solving, decision making, and career goals.
REQUIRED MATERIALS
TEXT: Montgomery, R., Moody, P., &Sherfield, R. (2005). Cornerstone: Building on Your Best for Career Success.
STUDENT LEARNING OUTCOMES (maybe just on Master Syllabus?)

Upon completion of this course, the student will:
-Plan and manage time, for both personal and college life, in order to maximize the use of their time.

-Develop interpersonal styles, skills and approaches for improvement of career and life goals.

-Demonstrate the ability to communicate, both written and verbally, effectively in college and the workplace.

-Identify college and community resources to support student success.

-Learn and utilize the various types of study and memory skills

-Apply varied note taking strategies to content courses.

-Create a résumé and cover letter for future career plans.
REQUIREMENTS FOR SUCCESSFUL COMPLETION
Students must complete and participate in all:
a. written assignments

b. test, including final exam

c. presentations/projects

d. course discussions/class activities.

CONTENT OUTLINE
Weeks One  Introduction to Course/ review syllabus
       &Two:  Learning Styles Activity

                      Multiple Intelligences Activity

                      Chapter 5 of text

Weeks Three Managing Yourself (Work, Home, School)

         &Four: Time Management Activity

                       Planning and Organizing Activity

                       Chapter 3 of text

Weeks Five  Time for a Change 
          &Six:  Self Esteem

                      Goal Setting Activity

                      The College Experience

                      Chapters 1 &2 of text

Weeks Seven Active Listening & Note Taking

        &Eight: Cornell Method

                        L-Star System

                       Outlining/Mapping

                       Chapter 6 of text

                       Mid-Term Exam

Weeks Nine Active Reading & Comprehension

       &Ten:   Comprehension Drills

                     Reading Rate

                     Main Ideas 

                     SQ3R

                     Chapter 4 of text

Weeks Eleven Critical and Creative Thinking

       &Twelve: Questioning Skills
                         Bloom’s Taxonomy

                         Chapter 9 of text

Weeks Thirteen Memory Aids &Test Taking Strategies

       &Fourteen: Memory Activities

                            Study Strategies

                            Test-Taking strategies/hints

                            Chapters 7&8 of text

Weeks Fifteen Preparing for Success 

       &Sixteen: Résumé writing

                         Cover letter

                         Job search

                        Chapter 10 of text

                        Final portfolios/presentations

                        Review for Final

                        Final Exam
GRADING

Test and major assignments will be graded on a 10 point scale. All assignments must be attempted to receive a grade of “D” or better for the course. The grading of coursework will be distributed as follows:
          Writing Assignments 20%                     Presentations/Projects 20%

           Test/quizzes 20%                                   Final exam/Final portfolio 20%

           Class participation 20%



	


	[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 may 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.



	Information that may be included on the Individualized portion of the Individual Instructor’s Syllabus (at the instructor’s option)

	SUGGESTED ACTIVITIES

-Activities related to the week’s readings or topic
-Artifacts/Portfolios of assignments

-Written tests

-Oral presentations

-Mock interviews, conversations, speeches, etc.

-200-300 word essays related to topics

-Establish a resource file of community resources, jobs, colleges/universities

-Written reflections of personal experiences
SUPPLEMENTAL RESOURCES
-Planner/organizer
-Daily newspapers (Library)

-Current magazines (Library)

-Related websites (Excel center, Library)

-Periodicals located in the library

-Personal dictionary/thesaurus




