[image: ]
[bookmark: _GoBack]KC 200.1
Master Syllabus
Last Revision/Approval Date: 12/16/2021
______________________________________________
All instructors are to use the following Master Syllabus. All information highlighted should be deleted and replaced by actual course information. Instructors are not to edit or delete any information located outside the highlighted areas.
Kingdom College Syllabus[image: ]

Department of …… 	
Course # and Name
Semester/Year
Day, Time, Room #
Faculty Member’s Name
Phone #
Email….

Course Description

Date Revised January 2023
	
Pre-requisites 		   

Methods of Instruction
Methods of instruction may include, but are not limited to: lectures, supervised practical application, discussion, field trips, videos, guest speakers, modeling, and computerized/internet instruction.   Methods will vary depending on the instructor.

Required Reading

Other Materials
Example:  There are numerous reading response articles that will be emailed to you.

Student Learning Outcomes (SLOs)/ Course Objectives
Upon completing this course, the student will:
1. 


Laboratory Experiences

Course Requirements
1. Memorandum of Understanding (MOU) – to be completed the first week of class
2. 

Assessment Procedure
 
(for example)
Class debates-20%
Interviews-30%
Position statement papers- 40%
Attendance/Participation- 10%
[bookmark: _Hlk124934345](For all SLO assignments, a rubric must be used for assessing.)

Grading Scale: 
A = 90-100		W = Withdrawal 
B = 80-89		 I = Incomplete
C = 70-79		 P = Non-Credit
D = 60-69		AU = Audit
F = Below 60		


					
[bookmark: _Hlk124422476]Disability Statement
Students requiring accommodations or modifications for a disability should inform the instructor at the close of the first class meeting or as soon as possible.  The instructor will refer you to the Kingdom College disability officer to document your disability, determine eligibility for accommodations under the ADA/Section 504, and request a Faculty Accommodation Form.  Disability accommodations or status will not be indicated on academic transcripts.  To receive accommodations in a class, students with sensory, learning, psychological, physical, or medical disabilities must provide their instructor with a Faculty Accommodation Form to sign.  Students must return the signed form to the Office of Student Life.   A new form must be requested each semester.  Students with a history of a disability perceived as having a disability or with a current disability who do not wish to use academic accommodations are also strongly encouraged to register with Student Life and request a Faculty Accommodation Form each semester.  For further information, please get in touch with the Office of Student Life.
					
Policy for make-up exams
For good and valid reasons, a make-up examination will be given.   An alternative test of increased difficulty may be anticipated.  The student must initiate the test make-up process.   Failure to initiate a make-up exam or any other assignment will result in a score of zero.
Attendance
Class attendance is an essential ingredient to success in any class at Kingdom College. After all, the classroom is where much of college learning occurs, and professors often evaluate student progress. It is for this reason that regular and punctual attendance is expected. Multiple absences may result in a lowered grade that requires the class to be retaken.  Repeated tardiness and failure to meet course deadlines, in turn, necessitate the need to repeat a class.​
Unless otherwise specified by the professor/instructor, the following policy applies to attendance ​and ​​punctuality​:
Students are required to attend class. The professor/instructor will keep accurate records of attendance and tardies.  The professor will calculate the semester grade, including the penalty for absences. The professor’s grading scale will explain how absences figure into grade​ calculation​, but attendance /participation will be at least 10% of the overall grade.
The professor/instructor will excuse a limited number of absences for justifiable emergency reasons and serious illness.  College-sponsored events during a student’s class will be considered excused as long as those have been approved in advance.  Any Kingdom College employees who take students on events of any nature must submit a list of the participating students to the Director of Enrollment & Student Life at​ least one week before the event.  Students who miss class due to participation in these events must not be penalized and must be allowed to make up all missed work during their absence because they participate in the event.  The responsibility for taking the initiative to inquire about missed work and to follow through with making up the missed work lies with the student alone.  A student who has missed class due to a serious medical condition, pregnancy, or childbirth should present a doctor’s signed medical excuse with the dates listed which affected that student’s attendance so that the same consideration above may be given.   If a portion of that class’s grade is based on class participation, the professor should develop an alternate assignment that can assess the student in place of class participation that cannot occur during the student’s absence.
Specific​ examples​​ of​​ excused ​​absences​​ include ​​the ​​following​​ allowances:​
· Illness ​or ​​hospitalization ​​accompanied ​​by ​​a ​​doctor’s​​ excuse​
· Death​ of ​​an ​​immediate ​​family ​​member ​​(spouse, ​​parent, ​​grandparent, ​​sibling,​ child)
· Hospitalization​ of​​ an ​​immediate family​​ member​
· Official ​school ​​business​
· Weddings ​or​​ special​​ events ​​of ​​family ​​members ​​that​​ are​​ approved ​​in ​​advance ​​by​ the​ instructor​
· Extenuating​ circumstances​​ approved​​ by ​​the​​ Chief Academic Officer​​

Specific​ examples ​​of​​ unexcused ​​absences ​​include​​ the ​​following​​ examples:​
· Schedule​ conflicts​
· Routine​ doctor ​​appointments​​
· Oversleeping​

All professors/instructors must keep up-to-date records of student absences and tardies. A tardy occurs when a student is late up to ten​ minutes after​ the class period begins.
Being late beyond ten​ minutes results​ in a student penalty. The accumulation of three​ tardies ​results ​​in​​ one ​​absence ​​from​​ class​.​ A ​​tardy​​ student ​​must ​​be ​​admitted ​​to ​​class​.	
Grade Appeal Policy (See Kingdom College Undergraduate and Graduate Catalog)
Academic ​Dishonesty ​​Appeal​​  (See Kingdom College Undergraduate and Graduate Catalog)
Credit Hour Policy (See Kingdom College Undergraduate and Graduate Catalog)
Student ​Disciplinary​​ Procedures​ (See Kingdom College Undergraduate and Graduate Catalog)
Alabama Virtual Library (AVL) (https://www.avl.lib.al.us/)


Tentative Course Schedule (subject to adjustment)
	Date
	Topic
	Reading
	Assignment

	Week 1
	
	
	

	Week 2
	
	
	

	Week 3
	
	
	

	Week 4
	
	
	

	Week 5
	
	
	

	Week 6
	
	
	

	Week 7
	
	
	

	Week 8
	
	
	

	Week 9
	
	
	

	Week 10
	
	
	

	Week 11
	
	
	

	Week 12
	
	
	

	Week 13
	
	
	

	Week 14
	
	
	

	Week 15
	
	
	

	Week 16
	
	
	


                                              

***-There is a large amount of reading in this course, but this is necessary to cover the topics in a fairly comprehensive way.  Keep up with your reading.  We will discuss the readings in class.-***




Memorandum of Understanding (MOU)

Name ________________________________________
Course Prefix _____________________
Course Name ___________________________________
Semester/Year _____________________

Student Acknowledgment of Student Memorandum of Understanding: Successful completion and submission of this document indicate your agreement with the following statements: 
· I fully understand and accept the procedures, protocols, and guidelines outlined in this syllabus.
· I fully understand and accept the requirements for this class, the assignments, the deadlines, and the consequences.
· I also understand and accept the responsibilities of being a Kingdom College student as outlined in the Kingdom College Catalog.
 I have read the course syllabus and the Kingdom College Catalog and understand the expectations. I understand that any questions and concerns should be directed to my instructor.


Signature

Date
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