
[bookmark: _Hlk130832883]MARTIN COMMUNITY COLLEGE
COURSE SYLLABUS
Semester/Year: (term/year)

Information on this Syllabus is Subject to Change at the Discretion of the Instructor

This is (choose one: a Face-to-Face Course; a Hybrid Course; a Web-Enhanced Course)

Course Catalog Information					Instructor Contact Information
	[bookmark: Text1]COURSE NUMBER:    

COURSE TITLE: 	  

CREDIT HOURS: 	  

CONTACT HRS/WK:  

PREREQUISITES: 	  	 

COREQUISITES:  	
	INSTRUCTOR:  

OFFICE NO:  

OFFICE/VIRTUAL HOURS: 

PHONE NO:  

E-MAIL: 





COURSE DESCRIPTION
(copy and paste from the catalog)

CLASS MEETS
(day(s) of week, time of day (beginning and ending), location including campus, building, room number)

STUDENT LEARNING OUTCOMES FOR THE COURSE
(copy and paste from NCCCS Combined Course Library (CCL) (opens in a new window) 
Some courses have the Student Learning Outcomes for the Course in the CCL, some do not; if they are not in the CCL, copy them from a previous syllabus or contact your chair)


LEARNING/TEACHING METHODS

ASSESMENTS/METHODS OF EVALUATION

REQUIRED TEXTBOOKS
(any other pertinent information related to the text and materials, i.e.: publisher access data, etc.)  

SUPPLEMENTAL RESOURCES 
Microsoft Office 365 is available to you at no additional charge. Please visit this link to view the Microsoft 365 Download Instructions, https://tinyurl.com/2p95c6t3. (USB drive; calculator, course kit, etc.)

(optional) RUBRIC

GRADING POLICY
(7-point or 10-point grading scale)

COURSE OUTLINE
(what are the discussion boards, assignments, quizzes, and tests for this course and due dates for each)

[bookmark: _Hlk130895933]ATTENDANCE POLICY
[bookmark: _Hlk129787792]The number of absences and/or present seen by the student in Self-Service DOES NOT reflect the hours missed. Nor does it detail whether the student missed class and/or lab.

Martin Community College recognizes that academic success is tied to regular attendance and completion of assigned work and tasks in a timely manner. Students are expected to attend a minimum of 80 percent of the total hours of a course, which includes classes, labs, and shops. Some courses and programs have stricter attendance requirements of 85, 90, or 95 percent based upon the difficulty and complexity of the subject matter. General Education and Developmental courses require 85 percent attendance. The syllabus for each course will specify the attendance requirement. Attendance is recorded in online classes; attendance is usually recorded through students’ submission of assignments. 

Students must be present in at least one class during the first ten percent (10%) of a course in order to be considered enrolled in the class. If a student has not attended at least one class by the ten percent census date, the instructor will submit a grade of “NA.” 

Students who miss more than six contiguous contact hours or fail to attend the required percentage of total hours without a justifiable absence and verifiable contact with the instructor will be administratively withdrawn from the class by the instructor and may result in a failing grade for the course if after the Last Date to Withdrawal (LDW). The course syllabus will indicate what the instructor considers a justifiable absence and will define “verifiable contact.” The last day to officially withdraw without receiving an “F” is published in the academic calendar for each academic term. The official withdrawal date for mini-sessions, block courses, or other nontraditional schedules are available from their instructor. 

When a student has been administratively withdrawn from a course, and he/she wishes to be reinstated, he/she must contact the instructor of the course within 5 days of being administratively withdrawn. Reinstatement can only be allowed before the LDW. If the instructor grants the student’s request to be reinstated to the course, a Course Reinstatement form must be signed by the instructor and submitted to the Registrar.

Make-up work may be allowed at the discretion of the instructor, and the instructor’s policy on make-up work will be included in the course syllabus. Students in clinical and cooperative educational work experiences must complete 100 percent of the required hours to receive a passing grade. Clinical or cooperative work experience make-up hours require clinical or cooperative educational work site approval and approval of the instructor.

Habitual tardiness and/or early departure in a course may, at the discretion of the instructor, be considered in computing class attendance. The course syllabus will include the instructor’s definition of tardiness and early departure. 

Students will be counted absent from the date they register for each course. 

Note: Under DVA regulations, the enrollment of veterans or dependents will be terminated or adjusted if they are administratively withdrawn or if they officially withdraw. 

If an instructor fails to report for a class within 15 minutes of the scheduled beginning time and has not left instructions, those students present should sign a sheet before leaving and should designate a student to submit it to the Chief Academic Officer and Student Services.

[bookmark: _Hlk182397206]Religious Observance
In compliance with G.S. 115D-5, MCC policy permits a student to be excused, with the opportunity to make-up any test or other missed work, a maximum of two excused absences per academic year for religious observances required by a student’s faith. The policy limits the excused absences to a maximum of two days per academic year.

Students who wish to be excused for a Religious Observance required by their faith must complete and submit a request form to the instructor(s) prior to the census date of each class. The Request for Excused Absences for Religious Observances can be picked up from Student Services. This does not supersede the college-wide attendance policy as outlined in the college catalog or syllabus, with the exception of a reasonable accommodation for the make-up of missed course work.

COLLEGE POLICIES
COMMUNICABLE DISEASE
MCC promotes a healthy campus and in such encourages students to not come to class if they exhibit any of the symptoms or encounters addressed in the CDC guidelines or state guidelines as they relate to communicable disease. Students who miss class due to illness must communicate with their instructor about their absence as soon as possible and must complete missed work according to the instructor’s instructions. Upon return to campus, MCC encourages the wearing of masks to promote healthy engagement for all students and employees post sickness.

OPEN DOOR POLICY STATEMENT
Martin Community College is an equal opportunity institution and maintains an “open door policy” for eligible applicants and serves all students regardless of race, color, creed, sex, age, handicap, religion, or national origin.
 
DISABILITY STATEMENT
Martin Community College Supports the Americans with Disabilities Act and is sensitive to the needs of applicants with documented disabilities. If you have a need for a disability-related accommodation, please notify the Student Services counselor at (252) 789-0293.

MARTIN COMMUNITY COLLEGE CATALOG INFORMATION
To access the Martin Community College Catalog for policies and curriculum requirements, please go online to College Catalogs (opens in new window). 

COURSE POLICIES
Academic Integrity Statement
The President or any other authorized college official may dismiss, suspend, or expel any student who disrupts the legal mission, educational processes, or function of the college, (see Student Governance and Conduct Code). Deliberately cheating or knowingly and intentionally engaging in acts of plagiarism is a violation of the Student Governance and Conduct Code (see Student Governance and Conduct). Cheating will result in a failing grade for the course and possible expulsion.

Use of AI in this class
[bookmark: _Hlk182396604]Faculty must include a policy on the use of AI in this class, outlining specific guidelines for acceptable use. A sample policy is included below, please feel free to tweak for the specific needs of your course or replace it completely with one of your choosing.
When using AI for any purpose in this course, students are expected to cite or disclose its use. Direct copying, plagiarism, or presenting AI-generated work as one’s own without acknowledgment is prohibited. Misuse of AI tools will be treated as a violation of academic integrity and may lead to disciplinary action. Students are encouraged to use AI responsibly to support learning, while ensuring that all submitted work represents their own understanding and effort.

Cheating Policy
Cheating and plagiarizing are serious offenses and will be cumulative. Incidents of cheating and plagiarism will be reported to the Chief Academic Officer and will be kept on file as part of the student’s academic record. Students who demonstrate a pattern of cheating or plagiarizing at any time during their tenure at Martin Community College will be subject to the following sanctions:


1st offense:     Failure (grade of zero) of the assignment in which the action occurred.

2nd offense:   Failure of the course in which the action occurred and withdrawn from class.

3rd offense:   Suspended from Martin Community College (MCC) for one full-calendar year.

Students will be given the right to appeal through the regular grievance and grade policy processes. 
	(Note:  Specific program policies may supersede this policy) 

Cheating and Plagiarism are Unacceptable 
Cheating is defined by Merriam-Webster’s dictionary (2017) as: “to use unfair or dishonest methods to gain an advantage.”  Cheating is a form of academic dishonesty that can be intentional or unintentional and includes, but is not limited to:  plagiarism, copying from other students and/or paper or online sources, misrepresenting someone else’s work as your own, working with others if your instructor explicitly asks you not to, falsifying documents or other records, submitting work under your name that was not done by you, or attempting to recycle your own work from another course or semester.  

Students can avoid cheating by following the assignment instructions, clarifying with the instructor when they can and cannot collaborate with others, reviewing their work with a critical eye and honestly asking themselves if the information they are providing is their own work or if someone else should be given credit by citing the work. Library resources are available to learn about cheating, plagiarism, and citations.

Plagiarism Detection Tool
Written assignments may be submitted to a plagiarism detection tool to compare against several databases for original content, and it will produce an originality report, which the instructor and the student can view. This report will show how students’ papers compare to documents available on the Internet, in many print journals, a database of other papers submitted by MCC students, as well as a Global Database. The plagiarism detection tool will add students’ papers to the MCC database and the Global Reference Database to compare existing and future students’ papers to the work of those who use the system. Students maintain ownership of the original intellectual property created, but the document must remain a part of the databases. Students should summarize and paraphrase and use quotations when directly quoting word for word someone else's words; summaries and paraphrases must have in-text citations. 

Late Work
(eliminate or revise for your course, this is a sample statement that may be used) Students are expected to complete and submit all class work no later than the due date listed in the course calendar. Late work will not be accepted, and a grade of zero will be posted for the missed work. If there is an extenuating circumstance, the instructor may accept a late work assignment. An extenuating circumstance is an unforeseen incident that is severe enough to prevent the student from completing work, such as a sudden hospitalization or serious car accident; the incident must directly involve the student or an immediate family member, and it must be verifiable and documented. The instructor may require an alternative version of the assignment be submitted. Contact the instructor immediately if an extenuating circumstance arises. Exams/tests/quizzes are to be taken during the week they are assigned, no makeup exams/tests/quizzes will be given or accepted.

Extra Credit
(eliminate or revise for your course, this is a sample statement that may be used) As stated in the Late Work Policy, students are expected to complete and submit all class work no later than the due date listed in the course calendar; extra credit will not be offered.

Technology
(eliminate or revise for your course, this is a sample statement that may be used) It is the student’s responsibility to have access to reliable Internet service and software (Microsoft Office Suite) to complete the work assigned in this course; however, Martin Community College provides these tools in the on-campus library (check the MCC website for library hours) in building two.  When submitting assignments, or taking tests or quizzes, if you choose to use the Internet off-campus, you do so at your own risk. Late assignments due to lack of Internet access or service will not be accepted; tests will not be reset if your Internet service goes down, glitches, updates, or resets while you are taking your test; documents that cannot be opened by the instructor are considered late and will be graded as such. However, if you are using an MCC computer as stated above, and the power goes out or flickers resulting in an Internet disruption, once the disruption is confirmed, tests will be reset and may be completed within 24 hours of the disruption, and late assignments will be accepted up to 24 hours after the disruption.

GRADE APPEAL POLICY
The Grade Appeal Policy and Procedure is intended to provide an orderly and equitable process for resolving differences between students and faculty relating to final course grades. A course grade assigned in a manner consistent with Martin Community College policy can be changed only by the instructor. College administrators can direct a grade to be changed only when it is determined through the procedure established by this policy that the faculty member assigned the course grade impermissibly or arbitrarily as defined below. 

Please refer to the Martin Community College Catalog for process and steps to follow.
All students are expected to comply with the policies, rules, regulations, and procedures of Martin Community College as outlined in the College Catalog (opens in new window).

Failure to comply with State and College policies will be considered a violation of the Student Code of Conduct and will be handled as such.

For information on Martin Community College’s Student Grievance Procedures, please go to www.martincc.edu/grievances.

If you cannot reach your instructor, you may contact the Division Chair, (add the name) at (add Division Chair phone number).
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