Hagerstown Community College

OFFICIAL COURSE SYLLABUS DOCUMENT

INSTRUCTIONS FOR FACULTY:

· Use the following template to create your course guide.  Please use Times New Roman 12 for your font and keep the margins as they are on the template.  You will need to provide your Division Office Associate with an e-file of your course guide as a Word document by the first day of class.  This can be done on a disc or by attaching the file to an e-mail message.  The Division Office Associate will be able to store your course guide electronically rather than in a paper format (for example, one CD could hold an academic year’s worth of syllabi).  

· All categories must be included in course guides.

· Categories marked with an asterisk (*) are to be taken verbatim for the Master Course Syllabus for the course you are teaching. Master Course Syllabi can be obtained from your Division office.

COURSE:* (designator, number, title, credits)

INSTRUCTOR:
SEMESTER/YEAR:

COURSE DESCRIPTION:* (copy directly from college catalog)


TEXTBOOK:*

STUDENT LEARNING OUTCOMES:*

Must Be Included On All Course Guides:
Total Hours of Coursework:

To earn one academic credit at HCC, students are required to complete a minimum of 37.5 clock hours (45 fifty-minute “academic” hours) of coursework per semester. Those hours of coursework may be completed through a combination of hours within the classroom and hours outside the classroom. Certain courses may require more than the 37.5 minimum hours of coursework per credit. 

For most classes, students should expect to do at least 2 hours of coursework outside of class for each hour of in-class coursework.

COURSE CONTENT OBJECTIVES:

ASSESSMENT PROCEDURES: (explanation of quizzes, exams, projects, etc.; must include three or more evaluations)

COURSE POLICIES: 

(Course policies should contain statements about the following topics, as well as any individual policies of an instructor.)
- Attendance Policy – the college attendance policy can be found in the College catalog.

- Disclaimer that the instructor reserves the right to modify course content.
- Mention of the Honor Code.

TOPICAL OUTLINE:

CONTACT INFORMATION: 
Must Be Included On All Course Guides:

Services for Students with Special Needs: Students who have special needs are encouraged to identify themselves to the Coordinator of Disability Services as early as possible. Reasonable accommodations based on current documentation are provided to qualified students.
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