
HOUSE RULES
· Cell Phones:  Cell phones, beepers, pagers, and other electronic or digital devices that may annoy, disturb, or distract the class are simply not allowed. Turn them off before class begins, or I will ask you to leave when they go off.
· MICROCOMP:  First, foods, beverages, children, pets, and guests are impermissible.  Second, students are not allowed to modify or disable any computer hardware or software, or settings; likewise, students are not authorized to download and/or install additional software.  Third, the computers are strictly for class-related assignments, nothing else; thus, surfing the Web, sending instant messages, and indulging in other unscholarly activities are expressly forbidden.  If you want to play, stay home, especially since you will not receive credit for attendance or participation.  The worst possible breach of this policy regards pornographic material; the consequences of which involve removal from the class, restriction of computer access on campus, and possible sexual harassment charges.

· Format:  Every assignment done in this class, from journals to essays, will have the same format, which includes your name, my name, course and section number, due date, and type of assignment—all of which is printed (single-spaced) in the upper right-hand corner of the first page.  For example:

John Schmigliessa 

Dr. Housenick

ENG 555-55
12-21-2012 
    

Effect Essay

Also, for pages 2-6 you will create a header located in the upper right-hand side of the page, and it will include your last name, no space, a hyphen, no space, and the page number: 
Schmigliessa-3

This header, however, will not appear on the first page.  Additionally, all work will be double-spaced with a Font size of 12 and a Font style of Times New Roman.  Furthermore, each assignment will be stapled before it is submitted for grading.  No paper will be accepted without these conditions.

· Plagiarism:  Plagiarism is the intentional or unintentional use of another’s words or ideas as your own.  You are guilty of plagiarism if you:

· include in your essay a passage, an identifiable phrase, or idea that you copied from someone else’s work without acknowledging and documenting your source;

· use exactly the same sequence of ideas and organization of argument as your source;

· fail to put an author’s words inside quotation marks;

· fail to cite a source of summarized or paraphrased information;

· use in your paper sections that have been written or rewritten by a friend or tutor (If the latter is a classmate, then BOTH students fail.);

· use a paper you submitted for a previous class without my permission (Yes, you can be guilty of plagiarizing yourself!);

· buy, find, or receive a paper that you turn in as your own work.. (Raimes 84-85)

· *Students who plagiarize will fail this course without discussion.
· TURNITIN.COM:  All essays will be submitted to Turnitin.com to guarantee authenticity.  No essay will be accepted or graded if it has not been previously submitted to Tii.com.
· Participation:  Participation will be assessed by observation of preparedness, contributions to in-class work and discussions, and general cooperativeness as seen in class.  This assessment is subjective and entirely at the discretion of the instructor.  Obviously, if you are not in class, then this test grade will suffer.  Also, three late arrivals will count as one unexcused absence.
For the fall and spring semesters, students are granted, via school policy, three unexcused absences; in the summer sessions, they are allowed only one.  After such allowances, and their corresponding minor deductions, your participation grade will begin to decline significantly.  
· Absenteeism:  If a student misses a class period, he/she is responsible to obtain the covered material from a classmate, for the instructor will not teach the same information a second time.  Further, it is the absentee’s responsibility to complete assignments due on the absent day or on the returning day.  If, for example, an assignment is due on a Monday and the student is absent on that same day, the assignment is considered late and will be lowered one letter grade for every class period until it is handed in. Similarly, if the assignment is due on a Wednesday and the student is absent on the preceding Monday, the work is still expected on that Wednesday, or it will be considered late. 
Furthermore, it is the absentee’s responsibility to set make up dates (usually at the Learning Center) for any missed examinations.  However, no quizzes can be made up; if a student is absent the day of a quiz, then that zero counts as one of the two lowest quiz grades (probably) to be dropped.   
Additionally, only two reasons exist for an “excused absence,” and they include a death in the immediate family and a serious illness.  For the former, I require a note (typically via e-mail) from the Vice-President of Student Development.  For the latter, I require a doctor’s note.  Any other reason for missing class is just an excuse. 

· Perfect Attendance:  For attending and participating in every class meeting, students will be rewarded with two points on their final average, in addition to the possible A (100) grade for participation.

· Tardiness:  Class starts at the time listed at the top of the syllabus, so make arrangements to arrive on time.  If it becomes a problem, either you will withdraw from this class and take one that better fits your schedule or I will not allow you into class until you can respect your classmates and yourself enough to show up promptly.  Also, three late arrivals will count as one absence.  

Lastly, please remember that we are a commuter college; thus, you will need to arrange for reliable transportation, even the public kind, because the lack of a ride does not constitute a valid excuse for tardiness or absence.
· Late Papers:  The business-like and workshop nature of this course is reflected in the policies concerning participation, attendance, and tardiness; thus, it follows that such a course atmosphere will also affect the policy regarding late submissions.  So, as on the job, no assignment will be accepted after its due date; it’s due when it’s due.  Only two exceptions exist, and both required documentation:  1) a serious illness that required a visit to the doctor’s office (this does not pertain to children); 2) a death in the immediate family (see “absenteeism”).   While I may accept an assignment under these limited conditions, points, nevertheless, will be deducted.  Late papers receive a ten-point deduction for every class period they are tardy (89(79).   So, don’t blow off class to finish an assignment and then show up at the end of our scheduled meeting time to hand it in; it is still considered late. Also, don’t rely on excuses like “the computer ate my homework;” your work is still considered late.  Furthermore, no late paper will be accepted one week after the due date, regardless of the excuse.  At that point, the “0” will remain in my grade book. 

· Zeroes:  My grade book will be open to students during the semester if questions arise concerning grades or missing work.  Thus, it is the students’ responsibility to keep track of their own assignments, for I will not chase students to inform them that they owe me work.  Remember, material must be submitted no later than one week after the due date.  

· SUPPLEMENTAL ASSIGNMENTS (“extra credit”):  I may allow students to write essays that will assist their final averages; if so, the following conditions must be satisfied:  the subject is worthy of the bonus, the effort is worthy of the points, the student is worthy of the benefit.  Regarding the latter provision, what I mean is this:  Students should not plan on blowing off classes and/or assignments and then submitting extra credit to make up the difference; such behavior will not be rewarded.  Also, each student will be allowed to draft no more than two (2) of these supplemental essays, which may, depending on the quality, be worth two (2) points apiece.  Lastly, authorization and evaluation of this charity remains completely at my discretion. 
· “INCOMPLETES”:  I do not regularly grant Incomplete grades, so students should not count on receiving them, especially if they shirked their responsibility throughout the semester.  These are grades of the last resort, which means I consider them only in extreme cases.  In such instances, students will retrieve the appropriate form from the Academic Affairs office and schedule a meeting with me.  During that time, I will examine the work completed thus far and its quality, as well as the basis for the student’s request and its legitimacy.  Generally speaking, students must have at least 90% of the course work previously completed, a minimal of absences, active participation, a justifiable explanation, and the self-motivation to complete the remainder of the assignments in a timely fashion.  If I grant an Incomplete, I will devise a strict schedule that students must follow; failure to comply will result in the immediate rescindment of the Incomplete.
· E-Mail:  E-mail is for emergency use only.  It is not to be utilized as a replacement for typical teacher-student one-on-one communications. In other words, if a student has a problem with the course or its work, then he/she must meet with the instructor in his office to discuss the matter face-to-face, like adults.  Also, the instructor will neither accept nor grade any unsolicited electronic material, so do not send papers or other assignments via e-mail (unless given explicit permission from the instructor). I will accept only hard-copy assignments, so do not send them through e-mail or hand them in on a floppy disc. Finally, if you have any questions and choose e-mail as your medium to forward such inquiries, please place your name, course, and section number in the subject line.
· Decorum:  Regardless of anything else, this is a college-level course, and as such students are expected to act accordingly.  In other words, students are required to attend all scheduled meetings, to be prepared for each class, to complete assignments by their due date, to choose appropriate academic topics for assignments (no sex or drugs), to behave in an adult manner, and to treat fellow students with courtesy and respect.

	*Disclaimer*:  While this syllabus is as accurate as possible, certain aspects of it are subject to change without notice.  For instance, dates and grading may be altered by the instructor as necessary to suit the educational needs of the students enrolled in this course.  Also, if any section of the syllabus or any assignment is unclear, it is the responsibility of the student to approach the instructor and inquire about it.


Compressed Class Schedule


Monday, Wednesday, and Friday Classes
	Original Class Time
	Compressed Class Time  

	8:00am-8:55am (or earlier)
	10:00am-10:45am

	9:05am-10:00am
	10:55am-11:40am

	10:10am-11:05am
	11:50am-12:35pm

	11:15am-12:10pm
	12:45pm-1:30pm

	12:20pm-1:15pm
	1:40pm-2:25pm

	1:25pm-2:20pm
	2:35pm-3:20pm

	2:30pm-3:20pm
	3:30pm-4:15pm

	3:35pm-4:30pm
	4:25pm-5:10pm


Classes starting after 3:35pm but before 5:00pm will meet from 4:25pm - 5:10pm. 
Classes beginning at 5pm or later will meet at their normally scheduled time.



Tuesday and Thursday Classes
	Original Class Time
	Compressed Class Time

	8:00am-9:20am (or earlier)
	10:00am-10:55am

	9:30am-10:50am
	11:05am-12:00pm

	11:00am-12:20pm
	12:10pm-1:05pm

	12:30pm-1:50pm
	1:15pm-2:10pm

	2:00pm-3:20pm
	2:20pm-3:15pm

	3:30pm-4:50pm
	3:25pm-4:20pm


Classes starting at 5pm or later will meet at their regularly scheduled time.

SNOW CANCELLATION LINE:                (800) 377-5222 x314 (740-0314)
INSTRUCTOR CANCELLATION LINE:  (800) 377-5222 x312 (740-0312)

