Austin Community College
Texas Government 2306-026 ONL
SAMPLE Syllabus

Professor: 			Veronica Vega Reyna
Office Location:		Riverside Campus, Building A #2270
Contact Information: 	ACC email: veronica.reyna@austincc.edu
Office:     	512-223-6390 
Personal:   GIVEN WHEN SIGN UP FOR COURSE 	
Office Hours: 		TBA

Course Description –  This course is an introduction to Texas state and local government.  The course includes an introduction to a framework for analyzing Texas government and politics, the constitutional basis for Texas government and politics, the processes of Texas government and politics, the institutions of Texas government and politics, and the policies of Texas government and politics.

Course Goals - 

1.	To understand the nature of the Texas political systems as it relates to its citizens, 
	interest groups, and political institutions.
2.	To understand the principles in which the Texas political system is based upon, 
	how these principles are expressed in the Texas Constitution, and 
	how they guide the functioning of our institutions; specifically, the Texas 
	Legislature and the Governor.
3.	To understand the Texas political process as it relates to governmental institutions with a basic understanding of the role of these institutions in the political process and how these institutions influence the process.  It is important that students have an appreciation for political parties, interest groups, as well as, the importance of political participation in the political process.

Student Prerequisites: Curiosity, initiative, adaptiveness, and a willingness to examine ideas and facts critically and through tests & written assignments.  

NOTE:  ALL TESTS MUST BE TAKEN AT AN ACC CAMPUS or ACC Testing Center, see below.  Any student who is out of the city, state, or country, MUST have asked about proctored exams BEFORE signing up for this course, as given in the instructions on-line by Distance Learning.  **I do NOT give proctored tests to any student who didn't speak with me BEFORE signing up for the course, no exceptions.**

You must have a reliable computer that has internet connection, an email account, and word processing skills.  Computer glitches are always possible, so it is best to always have a backup plan.  **Problems of students with their computers including ones computer freezing up, students sending another class’ work or they were unable to get on to blackboard will NOT be cause for late work.**

There is NO late assignments or work allowed, so the reasons above or any other technical problem that arises is not an excuse for late work.  That’s why you have deadlines listed on the “Deadline Sheet”, which you can find under "Syllabus" tab on blackboard that tells you in advance when items are due.  

The DATE ON the deadline sheet is the LAST DAY you can complete the assignment or take the test, i.e. if it says Test #1 -  2.23.13 then this means you MUST take the test no later than 2.23.13 or February 23, 2013, unless you use your ONE EXTENSION (only for Tests #1-3) which gives you a one time 72 hour make-up.  So then if your first test is 2.23.13 & you use up your ONE EXTENSION (see below, it's not a re-do) then you will have your deadline extended ONE time for Test & will mean it's due 2.26.13.  FOLLOW all requirements below for an extension, which is not a re-take or re-do.  And you can only use it ONE time for Tests 1-3 ONLY, no exception.

When a student chooses to work on items the day of the deadline then the student runs the risk of running into the above problems, whereas, if the student would work on assignments ahead of time then they are saving themselves from problems that may arise.

If you have some technical problem have a backup plan – ACC computer labs, a friend or family member’s computer, public libraries, & maybe a last resource could be a Kinko’s.  THERE IS NO LATE WORK!  The only allowance of late work is if you have documentation to show that YOU were in the hospital or in some way incapacitated, it has to be an urgent/extreme situation & I MUST have documentation to this. 

**I do NOT make individual accommodations for students for weddings, vacations, internships, etc.  Please note that when you sign up for a course you have the same EXACT responsibilities as you would for a lecture course.  You are required to meet the deadlines for all work & AGAIN PLEASE NOTE THERE WILL BE NO INDVIDUAL ACCOMODATIONS permitted.  Please use the Deadline sheet & note you may complete the assignments or tests in advance of the deadline.  The deadline is the last date you can com complete work or take tests.  

Course Elements - Students are required to buy one textbook. The required book is:

Newell, Prindle & Riddlesperger..  Texas Politics,  Twelfth Edition,   Cengage  2013.
ISBN #9781111833060

The companion student website for the textbook where you can sign up is:
http://www,cengage.com/login

Use the above website using the ISBN # to find the student companion website on Cengage. 

Textbooks can be purchased on-line at amazon.com, ebay.com, Chegg.com, half.com, or allbookstores.com.  You may also go to an ACC Bookstore or a Bevo Bookstore.  Textbooks may be reserved online at http://austincc.bncollege.com and you can have them held at any ACC Bookstore location.  Make sure that you are ordering or buying the correct textbook.  The best way to do this is to use the ISBN.  If you buy an older textbook it would not have the same information or the information could be old.  It is best to buy the textbook that I require.  DO NOT ask if you need to buy the textbook, as the answer is…YES.  How would you be able to read the material & study without a textbook, especially in an independent course like this?

TESTS accounts for 40% of your total grade

1.	You will have 4 tests.  You will be allowed a 72-hour extension for a test, only ONE test extension for Tests #1-3! This is an extension, NOT a re-take or re-do! There are no re-takes in this course.  You MUST contact me to let me know you need an extension anytime BEFORE or ON the test day & the latest you may contact me is 24 hours after the test day to let me know you need an extension for one test for the semester--- email me with your NAME ONL 026 on subject line (per Orientation #13)--- telling me you are using the ONE extension & for which test number.  For example if the test is on Sept. 15 then you MUST notify me that you are using your extension anytime BEFORE or ON test day of Sept. 15 or at the latest Sept. 16.  

	Students may use their ONE 72-hour extension from test date to take your test, no more, NO EXCEPTIONS.  The student must follow the requirements in order to receive the extension. If test is Sept. 15 then the latest ANYONE may take the test is Sept. 18, NO MATTER WHEN YOU GIVE NOTICE.  I won't allow anyone to take a test past the 72 hour extension period, unless you have DOCUMENTATION showing an extreme/urgent situation. Any urgent/extreme issue there is proof or documentation for it that a student may use, if needed. 

	NO notice means you will have 10 points deducted for each day you didn‘t give me notice from day of test, but you STILL CAN ONLY TAKE THE TEST NO LATER THAN 72 hours after test deadline unless you HAVE DOCUMENTATION THAT YOU HAD AN URGENT/EXTREME SITUATION, a general illness does not count as extreme/urgent.  There is no exception on the documentation, if you need to take the test after 72 hours you must have documentation, for whatever reason.  And you must get ahold of me ASAP, all my contact information is on syllabus.

YOU MUST ALWAYS SEND AN EMAIL STATING THAT YOU ARE USING YOUR ONE EXTENSION.  No matter what, no notice or not you MUST take the test NO LATER THAN within 72 hours from test deadline.  If you do not give me notice as required you may still take the test within 72 hours from deadline, but you still have to email me immediately or at the latest within one week that you did take the test within the 72 hours deadline but did not give me the notice as spelled out in #1.  You will be deducted points for no notice, but A GRADE is better than NO GRADE.

If you never email me to tell me that you took the test late without a notice of using your extension then you will NOT be given credit for taking the test. If you send me notice after a week then an additional -10 will be deducted.  I NEED TO GET AN EMAIL ABOUT USING YOUR ONE EXTENSION, no exceptions! 

Only ONE extension allowed & the 2nd time you take a test late it will be a 0, as it's only ONE test extension for Tests 1-3 ONLY.  After the 72 hour extension period you will NOT be allowed to take the test, unless you have documentation to show me that there was an urgent or extreme issue which can only be proved with documentation NO EXCEPTIONS! There are no-retakes on tests.

  	There will be NO extensions on blogs or DB's just on ONE TEST 1-3 (& only allowed within the above guidelines).

v	Your exams will consist of multiple choice questions.  When it comes to multiple choices you are to choose the best response. Make sure you do not over analyze the question.  Remember to read each question carefully; DO NOT rush through these tests.  After you take your test you will receive your score, & you MUST KEEP YOUR TEST RECEIPT.

v	You will find a Deadline Sheet on Blackboard under "Syllabus", which will show the last day that you will be able to take the exams.  If you decide to take the test way in advance of the test date PLEASE DO NOT EXPECT to have your grade input on blackboard sooner.  As given here & on your orientation I will input tests 2 at a time.  So after test #2 & #4 I will input grades.  I input all grades at the same time. I advise students NOT to rush through your tests as you have ONE attempt on all tests; there are NO RE-TAKES, so make sure you are completely prepared to take it.  
.  
v	IMPORTANT --- there is NO EXTENSION on TEST #4 BECAUSE OF THE CLOSENESS TO END OF SEMESTER.  THERE ARE NO EXCEPTIONS TO THIS!

v	To take your test you will need an ACC photo ID.  You can get an ID from any campus Admissions & Records Office.  You need to look into the policies and procedures for ACC Testing Centers at:
	
	http://www.austincc.edu/testctr/downloads/Academic%20Testing%20Center%20-%20Student%20Use%20Guidelines.pdf

v	If you forget your ID on test deadline this is not an excuse, you will need to use your ONE extension or if you have used your extension you will receive a 0 for the test.  An ACC ID IS REQUIRED.

v	DON'T FORGET YOUR #2 PENCIL!!  When you take the exam you will first have to fill out a “Student Test Request & Grade Form”.  Make sure you fill out all the information carefully & CORRECTLY.  MAKE SURE that you put my name – REYNA & that you have the correct course number & section number (it’s in the title of the syllabus).  Make sure that you write legibly on the form.  When you finish the exam it will be graded by the Testing Center Personnel.  You will receive a Feedback Sheet which will include your score.  Keep these sheets for your records, this is important.  Human errors can occur, so keep your feedback form in case there is an error from the testing center or myself.

v	TEST Grades will be posted on Blackboard after you have taken 2 tests, since you will ALREADY have your score there is no rush to post the test grades.   Please do NOT email me regarding test grades.  REMEMBER you will already have your test grade from your feedback form.  That form is the most important, so keep it just in case there is a discrepancy.  And if there is a discrepancy (rare) then after your test grade is posted on blackboard you may contact me immediately, no later than one week from the posted grade.  I input grades all at the same time, after I receive all scores for two tests at a time, so please be patient. Inputting the grades on blackboard is a formality because you will immediately receive your grades after you take the test.  Keep your feedback form until the course is complete.

You may take your exams at the Testing Centers on the Riverside, Rio Grande, Northridge, Pinnacle, Cypress Creek, Eastview, or South Austin Campuses of ACC, or you can take them at San Marcos or Fredericksburg High Schools.  There is now testing available at the Round Rock Higher Education Center.  For times and locations go to http://www.austincc.edu/testctr, each campus differs in times so please make sure you check with them first to see if it meets your needs.  Some campuses are not open on weekends, while some are open --- if you use an extension & need to take your test on a weekend you need to check hours.  It is your responsibility to make sure you know any testing centers hours and days, as you can take the test at ANY location or the same one. You also do not have to take your tests at the same Campus; you can always use the one most convenient to you.  Remember TEST #4 there are NO extensions.  

TEST DEADLINES & CHAPTERS 
SEE DEADLINE SHEET UNDER “SYLLABUS”


Political Academic Blogs for 35% of your total grade.

2.  There will be NO RESEARCH PAPER this semester, instead you will have two other writing assignments.  I thought it would be more fun & interesting for students to do an academic blog.  ALL INFORMATION is under the "ASSIGNMENTS" tab on blackboard.  Under the instructions you will find a link for all blogs, as you will be submitting a blog through blackboard only.  I will not accept, for any reason, emailed blogs.  The only place I will grade blogs are on blackboard.

NO WIKIPEDIA WILL BE ALLOWED.  There will be two types of blogs you are to write.  Free blogs, where you can blog about anything you want that is political, economic, or social.  ALL BLOGS MUST BE RELATED TO TEXAS, whether directly or indirectly.  Pick issues that are thought-provoking.  The other type of blog will be Question blogs, where I will give you a question & you must write about & answer the question(s) in your blog.  You will be required to do 6 blogs total, half of them will be free blogging & the other half questions.  There will be 7 blogs deadlines, so that you may miss ONE blog for any reason.  If you do all 7 blogs then I will only average your 6 highest blog grades.

The blogs & discussion boards (DB's) are in lue of your research paper.  This means I will have a higher expectation of your writing (grammar, spelling), the issue, the content, & meeting the requirements.  Make sure you follow ALL directions on blackboard under "Assignment" tab related to blogs.  These are "political academic" blogs, NOT personal blogs.  There are different types of blogs out there.  You are writing about political issues for school, so there is little to no personal references.  I don't want students to write about how an issue has only affected them & how they only see the issue.  You need to write about how the issues affect communities, NOT just one person, or you or someone close to you specifically.  

Again these are NOT personal blogs – I want facts, description and detail… and lots of it. On the top of your agenda will be to report about political or social issues, reviewing the latest news in utmost scrunity and explaining it, why it's important, etc. Blogs should be able you writing about something you think will "teach" other students something.  What are we learning from your blog?  Don't just repeat or regurgitate what you read.  I give you an announcement "Critical Thinking Guidelines".  When you are writing you need to DEFEND & JUSTIFY any of your statements, ideas, opinions.  Don't just say "President Obama hasn't done a good job." TELL ME WHY, WHAT, HOW, he has not done a good job.  

An important component for writing is the issue of plagiarism.  If you copy & paste information from ANY source then you will need to have both quotes around the copied information & a source citation.  A citation would be (Losco, pg. 5) or (cia.gov) to tell me source information.  Student plagiarism is on the rise!!  I will NOT allow even one sentence to be plagiarized.  When you go on blackboard you will find an announcement as you enter the main course page that gives invaluable information on defining plagiarism & avoiding it.  I would then require a mini-bibliography at the bottom of the blog….just as you would have at the end of a paper when you are researching & using information you obtained through research or if you have any 
citations.
 
READ PLAGIARISM ANNOUNCEMENT FOR MORE INFO ON AVOID PLAGIARISM.

Here is a great website that has information on different types of plagiarism:

http://www.valdosta.edu/~cbarnbau/personal/teaching_MISC/plagiarism.htm

Here is a great website for How to Do MLA source citations & How to Do MLA bibliography:

http://library.austincc.edu/help/mla/

HERE is information from the internet on when you should use citations:

       When to Cite: Follow these guidelines to protect yourself: 

       1. Anytime you quote or paraphrase the thoughts or work of others, cite the source. It is incorrect to believe that only quotations require citations. You should also insert a note whenever you are relying on someone else's thoughts or research, even if you are only paraphrasing (putting it in your own words). 

       2. Simple, commonly known facts need not be footnoted. A rule of thumb is that if you did not know the information before you started the paper, then you should use a citation to show where you found the information. Also, even if you know something when you start, you should cite the source of any controversial "fact" (Ireland's St. Brenden and the Vikings came to the New World before Columbus). 

       3. When in doubt, cite the source. Plagiarism is unethical. Instructors and other readers take it very seriously. Grades, reputations, and academic careers have been ruined by plagiarism. Err on the side of safety. One citation too many is far better than one citation too few.

READ THE ANNOUNCEMENTS FOR MORE INFORMATION ON AVOIDING PLAGIARISM!!  There is an announcement titled “Problems with plagiarism”.  READ IT!

DO NOT ATTACH FILES FOR YOUR BLOGS, you must write in the space provided.  Again, please do NOT attach files of your blog, you are to post your blog writing in the space provided.  If you post an attachment it takes extra time to have to read it & I may not have a compatible program to open it.  If you attach a file for your blog then I will deduct 10 points the first time & after that I will NOT read them & it will be a 0.  If I can't open your blog for any reason the first time, it's a 0.

If you forget to put a bibliography then add another post, please DO NOT PUT ANYTHING IN THE 'COMMENTS' SECTION.  You can "edit" you blog if needed.  The deadlines are set, so if you forget to post something, a citation or a bibliography (which are TWO different things) then it must be done with adding a post or editing your blog BEFORE OR BY the deadline.  Please don't send me an email with items you forgot, I won't take it, as all work is due through blackboard (except tests) no exception & by deadline, again no exception.

Your blogs need to be well thought out, detailed, & well written.  No need to include your name or class info as the computer provides this.  You just need to give a title that correlates to the blog topic at the very top where it asks for it.  Then in the body of the blog, please write away.

You will be required to post 6 Blogs for the semester.  All the requirements & information will be posted on blackboard under “Assignments” tab & a link to the blogs will be there as well on blackboard.  Please just follow the deadlines & blog instructions on blackboard, CAREFULLY. 

PLEASE do NOT ask for your grades BEFORE 10 days after deadline of work.  Please DO NOT email me asking about when I will post grades, as I ask to give me 10 days after deadline to grade.  I understand you want to know your grade & I give them as quickly as possible.  I will give grades ASAP & send an email once grades have been posted.  I try to give blogs & DB grades within 10 days of deadline.  I have a total of 70 students or more just for my ONL courses, which is a lot of reading, so please give me time to read, input feedback, & post grades within 10 days from deadline.  If it's taking longer I try to let students know ASAP through an email/announcement.

I will NOT entertain emails or discussions about grade discrepancies after 5 days from posting your grade on blackboard.  It is your responsibility to look at your grades.  I will email students when a grade has been posted.  I have had students email me at the end of a semester asking me why they received a 0 for a grade that was posted in the middle of the semester --  This is way too late, as required in the orientation you are required to stay on top of your grades as it is the student’s responsibility.  Again, I will NOT entertain questions or disputes after 5 days of grades being posted, NO EXCEPTIONS!

Technical issues are not an excuse for turning in work late.  Blackboard is user friendly & precise. 

IF YOU HAVE ANY TECH DIFFICULTIES YOU NEED TO CONTACT 223-HELP, ASAP.   

*If you have any questions ask ASAP, do NOT ask a day or the day an assignment is due.  This will not be an excuse for not following directions or not properly doing work.  It's each student's responsibility to get with Prof. immediately or ASAP to ask questions or concerns.

WIKIPEDIA IS NOT CREDIABLE SOURCE, I WILL DEDUCT 5 POINTS IF YOU USE Wiki, Wikipedia, or any form of the Wikipedia site as a source or citation FOR ANY OF YOUR WORK.  

DO NOT ATTACH ITEMS to blackboard’s digital drop box, Click on "Assignment Tab" & it will take you to "Blogs". 

NO DIGITAL DROPBOX USED FOR THIS COURSE.  I will only accept work posted through blackboard.  Blogs you will find the link under "Assignments" tab.  The Discussion Boards you will find in the "Discussion Board" tab on blackboard.

I will not accept papers past the deadline. If your work is due on a Sunday & you email it to me at Midnight – it is the next day (Monday), so it is late.  

MIDNIGHT IS THE NEXT DAY, so if you send me work at Midnight it will NOT be accepted as all work is due at 11:59pm!!!!

If blackboard shows your post at or after midnight after deadline then it's late & a "0".

POLITICAL BLOG
SEE DEADLINE SHEET UNDER “SYLLABUS”

Discussion Boards (DB's) are worth 25%

3.  Discussion Boards (DB's) are suppose to be similar to in-class discussions.  It will be an opportunity for us to look at different issues together as a class.  This is like a "participation grade", so it will be a bit more laid back, you are still required to give well written, thorough, & respectful comments & responses.  I will post questions, videos, or possibly have you look at cartoons & we will discuss them as a class.  You will be graded on your writing (grammar, spelling), content, & meeting the requirements.  You can find & answer the DB's under the "Discussion Board" tab on blackboard.

There will be 5 DB deadlines & you must complete 4.  So you may miss a DB for any reason. You will have to do TWO THINGS: 1) answer the question & 2) you will also have to respond to another student's answer.  So that you will post an answer & a response, two SEPARATE posts, they can not be posted as one thread, they MUST be two separate threads.  If you answer all 5 DB's then I will take your 4 highest grades & average those.

Make sure to thoroughly answer the question.  Give insightful information.  You will be graded on meeting these requirements:

·	Required minimum word count for your answer/comment post =   		250
·	Required minimum word count for your response to another student =  	150
·	The above are the minimum number of words required, you are welcome to include MORE, which the more details & explanation the better.  DO NOT BE REPETITIVE, do not have a lot of questions.  Do not repeat what you already said in your answer & repeat it in your response to another student.  If you have questions you need to answer them.  
·	Your citations & bibliography do not count towards min. word count requirements.
·	Citations are telling me in your writing where you found a quote or where you found paraphrased from, i.e. "If confirmed by the Senate, Mr. Lew, 57, would be Mr. Obama’s second Treasury secretary, replacing Timothy F. Geithner, the last remaining principal on Mr. Obama’s original economic team, at the head of that team." (nytimes.com) <---- this is a source citation or I refer to them as citations
·	A bibliography gives the list of the sources you used with detailed information.


"Critical Thinking Guidelines" criteria is avaliable on blackboard under "Announcements" or  go to https://docs.google.com/document/d/1WUcY5Hkwd-T6rHgfeXLC-hQtLkju78luqvWv5LqSHcA/edit --- these guidelines will help you see what I am looking for you in your writing. 
·	Post two threads of your answer & response in the space provided - DO NOT ATTACH FILES
·	Good spelling & grammar
·	Provide citations & a bibliography when required
·	Must reply to another student.  You may click on the student's DB post then at the bottom you may hit "reply"  OR you may click on "quote" which will put the other student's answer in the box of your response.  
·	You MUST post two separate threads, one thread/post is your answer/comments to the question AND the second thread/post is a response to another student's comments or answers.
·	The highest grade one may receive if they do NOT have the answer/comment post is "40%". The highest grade one may receive if they do NOT have a response post is a "60%".  This means that your answer/comment post is worth 60% of the grade & the response post is worth 40%.  If I can't tell whether it's an answer or response post then this may lower your grade as well.


FACEBOOK INFO:
I have a Facebook page, where I keep myself accessible to students.  We can do virtual "chatting" through FB, you can ask questions of other students, etc.  This is NOT required but it gives students another mode of communication with myself & other students.  I will also post podcasts here, which can also be found on "ANNOUNCEMENTS" on blackboard.  And articles which you may find you can use for your blogs or DB's.

You may create a new FB page or you can use your existing account.  If you want to create a generic FB with no picture & limited information please feel free to do this.   

If you want to use FB then you must request me as your friend.  You can go to facebook.com/profreyna --- this is my student FB page --- to request me as your friend.  MUST PUT ONL 2306-026 in your message, as I have 6 classes total & will be dividing students into groups based on their class on FB…so that you can see other students in your class.  I have had some students NOT include their class info & if you don't include this I can not accept your friend request, as I have this strictly for students & I need to be able to divide you up.  With nearly 200 + students I can not remember who is in which class...please include class info as you would in an email message.

PLEASE SEND ANY IMPORTANT QUESTIONS TO MY EMAIL, DO NOT FB MESSAGE ME WITH IMPORTANT QUESTIONS, as I may not answer these very quickly.  Again, please send important questions to my email NOT FB.  
	

To Study for this Course: One important element of this class will be your link to ACC Blackboard.  Blackboard will provide:
Ø	Announcements:   Which will give any immediate announcements
Ø	Syllabus:	    Here you will find your orientation, syllabus, & deadline sheet
Ø	Study Assistance:  You will find information to help you study 
Ø	Assignments:         Blog information, & DB's 
MAKE SURE TO ALWAYS CHECK EMAIL & BLACKBOARD, DAILY!

To study for exams & to do well in this course you should:
v	Read the entire chapter including the highlighted boxes, graphs, charts, and side notes. 
v	Take particular note of key terms and concepts that are set in boldfaced print and are also listed at the end of each chapter. 
v	Complete 4 of 5 DB's
v	Take the 4 exams by their deadline. Only have ONE 72-hr extension for Tests #1-3
v	Listen to the Podcasts that I will post on FB & Blackboard.
v	Participate in 6 of the 7 Blogs.
v	Bibliography required for blogs & DB's.  A bibliography provides information as to where you received your research & without a bibliography you could be considered cheating. Citations will be required for blogs & DB's.
v	When you post work on blackboard you will see a "GREEN EXCLAMATION MARK" in the grade book which shows that you have submitted work & it needs to be graded.  If you see a "RED EXCLAMATION MARK" in the grade book it means there was an error.  On blackboard's grade book at the bottom right hand corner it says "ICON LEGEND" which tells you what any symbol means.
v	Since we are dealing with computers there is always the likelihood that something could go wrong.  In order to make sure that you get your work in on time you should send your work off before the deadline.  The longer you wait to work on items you are leaving the window open for things to go wrong.  Again you can look at the Grade Book on blacknoard to verify your work was received.  After deadline you won't be able to see the work any more, so make sure you are submitting the work you want to submit correctly, DO NOT ATTACH FILES!

RESOURCES: 
Distance Learning:  http://dl.austincc.edu/ Many questions can be answered at the Distance Learning website.  It includes information on testing centers, resources, technology support, and a host of other topics of concern to distance learning students.
Library: Students taking Distance Learning courses qualify for access to specialized library resources and services including an online library registration form and a real-time remote reference chat option.  Visit the "Library Services for Distance Learning" link on the main Library Services web page at http://library.austincc.edu.  Distance learning students also may use the standard off-campus library resources and services available to all currently-enrolled students.  
Computer Labs: http://www.austincc.edu/tutor/students/computers.php
Learning Labs: http://www.austincc.edu/tutor/ 
HELP Site for Distance Learning students:  http://www.austincc.edu/help/distancelearning/
Testing Center: http://www.austincc.edu/testctr/

A=90-100	B=80-89	C=70-79	D=60-69	F=59 & below
I= Incomplete, these are rarely given & only used in extreme cases that can be documented.

		Assignment				Percentage of Grade
		4 Exams					40%
		6 Blogs						35%
		4 DB's						25%
Orientation					(2 pts towards a test if you turn it in by deadline, if turned in after -1 point per day that it is late will be deducted from a test)     ORIENTATION Deadline 	1.20.13

Total						100%

Scholastic Dishonesty: Acts prohibited by the College for which discipline may be administered include scholastic dishonesty.  Scholastic dishonesty includes but is not limited to cheating on an exam or quiz, plagiarism (using another author’s words or arguments without attribution), and collusion (the unauthorized collaboration with another person in preparing written work for fulfillment of any course requirement).

** I take this very seriously, as does the college!  I will not tolerate any copying & pasting --- THIS IS PLAGIARISM.  I do have the ability to check if you have cut & pasted your work from the internet or a text through blackboard's "SafeAssignment".  If I find you to be cheating by cutting & pasting I may report you to the college & MAY drop you from the course. **

Academic Freedom: Each student is strongly encouraged to participate in discussions, without prejudice from me or others.  In your writings or discussions you should always use critical thinking, particularly about political ideas, where there are bound to be many differing viewpoints.  Students may not only disagree with each other at times, but the students and Professor may also find that they have contrasting views on sensitive and volatile topics. 

It is the Professor’s hope that these differences will enhance our discussions and create an atmosphere where students and Professor alike will be encouraged to think and learn from each other.  Therefore, be assured that students’ grades will not be adversely affected by any beliefs or ideas expressed in discussions, blog, or assignments.  Rather, we will respect the views of others when expressed in discussions.  You are free to state opinions, but remember that I must grade you on evidence & knowledge of the subject.

You are graded on following the directions, content, using correct grammar, spelling, & using research when needed.  I do NOT grade you based on whether you agree with certain beliefs or if I agree/disagree with you, this is not part of the grading rubric.  You are free to have your opinions or ideas; in fact it is encouraged, but please make sure that you follow the instructions & requirements.  


Office for Students with Disabilities: Each ACC campus offers support services for students with documented physical, cognitive, or psychological disabilities.  Students with disabilities must request reasonable accommodations through the Office for Students with Disabilities on the campus where they expect to take the majority of their classes.  Students are encouraged to do this three weeks before the start of the semester.

Incompletes:  Incompletes are rarely given & only for extreme circumstances.  If you are in need of an incomplete I will need documented evidence that you have an extreme situation that would qualify for an “incomplete”.  I will not consider an incomplete without documentation.  If you qualify you will have a strict deadline to complete your work.  INCOMPLETES are NOT given simply because you could not keep up with the deadlines or work; these are reserved for extreme cases that prevent a student from being in the course, i.e. hospitalization or severe illness.

Important Additional Information:

·	Please refer to me as Prof. Reyna or Mrs. Reyna.  Please DO NOT call me by my First Name, Hey you, or Dude.
·	If you send me an email after 5pm I may not read it until the next day.  Please make sure to send me an email during the day if you want an answer that same day.  If it's urgent see information below about my personal/private number.
·	Please DO NOT email or FB me after 5 pm & assume that I will get right back to you.  DO NOT send FB messages to me on important issues.  
·	Please do not submit work & expect that I will be on-line at that time or that evening & tell you that there was a mistake.  It is up to each student to ask questions well BEFORE your work is due & it's up to the student to follow directions given on blackboard.  If you ask me about an assignment the day before it's due or the day it is due I may not get back to you right away --- there seems to be an assumption by students that Professors for ONL courses are at their computers all the time, it's impossible & not realistic.  Please look over all items & if you have questions or concerns email me or contact me immediately, not at the last minute to discuss it.  
·	READ THE ORIENTATION & SYLLABUS FIRST carefully. I get so many emails & questions on things that are answered in your syllabus or orientation. It’s frustrating to get these questions when I have spent so much time making these documents. If you ask a question that your syllabus or orientation answers then I may simply refer you to your syllabus or orientation.
·	DON’T hesitate to call or email if you have concerns or questions.  However, on the weekends I do NOT check emails often as this is my time to spend with my family & devote to community.  If you need to speak with me urgently over the weekends (Friday – Sunday) for an issue that cannot wait until Monday when I check emails regularly then you may contact me on my personal number listed above.   I consider an issue URGENT if it can have an affect on your grade or if it’s a time sensitive issue. 
·	However, you should ONLY contact me on my personal phone for important or urgent situations that cannot wait till Monday.  I prefer that you TEXT me, make sure you include in your TEXT your name & ONL 026. If you prefer not to text me you can call me - Please DO NOT CALL AFTER 9PM.  If you get voicemail make sure that in your voicemail you speak clearly stating your NAME ONL 026 & your call back number.  
·	PLEASE DO NOT CALL ON MY PRIVATE NUMBER for issues that may be dealt with on Monday, but if it’s an issue that needs immediate attention then please contact me.  If the issue can affect your grade in any way then this can be an urgent issue…please use common sense on urgent/extreme issues & what may be able to wait till Monday.  MAKE SURE THAT YOU LOOKED FOR THE ANSWER IN YOUR ORIENTATION, SYLLABUS ,DEADLINE SHEET OR BLACKBOARD FIRST, as it is very frustrating to get emails & calls on issues that are in your orientation, syllabus, or blackboard.  
·	ALL EMAIL SUBJECT LINES --- MUST HAVE NAME (1st/last) ONL 026     This is important so that I may distinguish between those who are in my on-line courses….I need you to always have NAME ONL 026 because I have another online course.  Name is required in subject line as well because I have many students with different names & different emails, look at my name & email address as a case in point. 
·	It is the student’s responsibility to drop the class.  I MAY drop students who do not complete their orientation information by 1.20.13 or if a student does not meet the requirement to contact me at least twice.  However, please do not email me & ask me to drop you from the course, this is NOT my responsibility, it is yours.  
·	A student may withdraw any time during the semester through 4.22.13.  To withdraw from a class, you must do it officially by filling out the required form at Admissions & Records.  Otherwise, the responsibility of officially withdrawing rests entirely with the student.  If you stop taking the course and do not officially withdraw you will then receive a grade of “F”.
·	REMEMBER THERE ARE NO LATE ASSIGHMENTS ACCEPTED. YOU MAY BE ALLOWED ONE EXTENSION FOR ONE TEST (TESTS 1-3 ONLY), provided that you contact me within the above guidelines with an email saying you are using your ONE extension.  The only exception to the late assignment is an urgent or extreme situation, i.e. hospitalization…just a doctor’s note will not be enough; you will need proof that you were in the hospital.  URGENT OR EXTREME SITUATIONS MUST BE PROVEN & MAY BE SCRUTINIZED, there is no late work allowed!  You will have the course deadline sheet & the due dates for all your work, so you will know from the beginning of the semester when your work is due.  It is imperative that you stay on top of your work & do not do it at the last minute as problems may arise to affect your work.
·	AGAIN, make sure to give me time to input grades on blackboard.  If you complete a test or assignment in advance of the deadline please wait till after the deadline for me to grade ALL students work together.  I do NOT grade any work earlier than the deadline. 
·	PLEASE DO NOT EMAIL ME ASKING WHEN GRADES WILL BE POSTED.  I generally send out an email when I have posted grades & I ask for at least 10 days after deadline.
·	There may be NO extra credit for this semester, extra credit is NOT GUARANTEED!  If I have EC then I will notify the class, again please do not ask for any, it will be given if possible.
·	Please do NOT send a FB message when you have a question, it’s best to email me with questions.  You are welcome to send me a question in both FB & through email, but if you send a question just through FB I don’t read those as often.  Especially if you have an important question then make sure to EMAIL ME.
·	Please note that it is best NOT TO RUSH through this course --- You will be better off if you pace yourself, as there are NO make-ups or do-overs.
·	If there is an emergency then you will need to provide paperwork or documentation --- i.e. doctor’s note, hospital note or proof of hospitalization, car accident report, police report.  I will need something to show that there was an urgent/extreme situation, NO EXCEPTIONS!  I will need actual documentation in order to consider the situation if there is an extreme or urgent situation, NO EXCEPTIONS!!
·	Please note the ACC gmail information that is on your orientation.  I email all students using your ACC gmail account when I send out emails through blackboard.  However, I will respond/reply to whatever email address you send me.  
·	If you don’t check your ACC gmail account often then the best thing to do is to “forward” email to your personal/private email address from your ACC gmail account to your personal account.  There is instructions online on how to do this.  You may also call technical support if you need assistance with this, 223-HELP.  Other than responding to your email address directly when you email me I send ALL EMAILS through ACCgmail account as set up on blackboard, so it is imperative that you check your ACCgmail account regularly.  This will NOT be an excuse for missing anything.
·	BIGGEST MISTAKE THAT STUDENTS MAKE --- before you turn in any of your work please make sure you have re-read through the syllabus to make sure that you are following my directions.  I am a big stickler for following directions.  This is my biggest pet peeve: students who do not follow directions.  I may take points off for not following directions – or your work may be considered un-gradable for lack of following directions.
·	ALWAYS READ & CHECK ANNOUNCEMENTS.  

***I reserve the right to change my syllabus, schedule, or orientation information at any time.  If any changes are made students will be informed ASAP. ***



