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First Day Handouts

First-day handouts must comply with college-wide and department guidelines. For your convenience, a template of a first day handout (entitled "First Day Handout for Students") with all the required information is provided in the course section of the manual for each individual course. You may incorporate this information into your own individual handout, one that includes specific information about you and your course. These documents are available for you to download in the Mathematics Manual Online, which you can edit to prepare your own individual First Day Handout.

First day handouts must include the following information.

SECTION SPECIFIC INFORMATION 
· course name and number

· section number and synonym

· campus, room and time of day

INSTRUCTOR SPECIFIC INFORMATION
· instructor’s name

· phone numbers (including ACC voice mail for adjuncts)

· office hours and location of office

· information on how conferences outside of office hours can be arranged

· e-mail address

· web page (if any)

COURSE DESCRIPTION*
REQUIRED TEXTS/MATERIALS*

PREREQUISITE REQUIREMENTS*

INSTRUCTIONAL METHODOLOGY*

COURSE RATIONALE*

* See the "First Day Handout for Students" for the specific course in question under the course section of the manual.
COURSE OBJECTIVES
Common course objectives for can be found at www.austincc.edu/mthdept2/tfcourses/objectives.htm  . Objectives should be printed out in full, not just the link.
Each instructor may also include individual instructor objectives/outcomes for a course. 

COURSE EVALUATION/GRADING SCHEME

Grading criteria must be clearly explained in the syllabus. The criteria should specify the number of exams and other graded material (homework, assignments, projects, etc.). Instructors should discuss the format and administration of exams. Guidelines for other graded materials, such as homework or projects, should also be included in the syllabus. In MATD course, conditions for receiving an In Progress (IP) grade should specified. (The First day Handout for Students in the course section includes a recommended policy for In Progress grades.)  In MATD courses 0330, 0370, and 0390, students are required to take the departmental final exam.

COURSE POLICIES

1. Missed exam policy (instructor's policy)

2. Policy about late work (instructor's policy)

3. Class participation expectations (instructor's policy)

4. Recommended Incomplete Grade Policy

“Incomplete grades (I) will be given only in very rare circumstances. Generally, to receive a grade of "I", a student must have taken all examinations, be passing, and after the last date to withdraw, have a personal tragedy occur which prevents course completion.”

5. Recommended Attendance Policy

The following is the mathematics department’s recommended attendance policy for classes that meet two days per week in a 16-week term. Instructors must include some attendance policy, even if it is that attendance is not required. 

“Attendance is required in this course. Students who have excessive absences (suggest 4 or more) may be withdrawn.”

6. Recommended Withdrawal Policy

“It is the student's responsibility to initiate all withdrawals in this course. The instructor may withdraw students for excessive absences (4) but makes no commitment to do this for the student. After the withdrawal date, neither the student nor the instructor may initiate a withdrawal. The withdrawal date is __________________."

7. Reinstatement Policy (if applicable) (instructor's policy).

8. Course Specific Support Services

Course-Specific Support Services ACC main campuses have Learning Labs, which offer, free first-come first-serve tutoring in mathematics courses. The locations, contact information and hours of availability of the Learning Labs are available from http://www2.austincc.edu/tutor Software and videotapes to support this particular text are available in the Learning Labs.

9.TSI Warning (if applicable)

TSI Warning for students who are not TSI complete*

Students who are not TSI complete in math are not allowed to enroll in any course with a math skill requirement.

All students are required to be "continually in attendance" in order to remain enrolled in this course. If this is the only developmental class you are enrolled in, and you withdraw yourself from this course or are withdrawn by your instructor, then:

a) You may be withdrawn from courses that you should not be enrolled in, such as any class with a math skill requirement.

b) You will have a hold placed on your registration for the following semester. The Hold will require that you register for the next semester in person with an advisor or counselor and that you work with the Developmental Math Advisor during that semester.

c) You will continue to face more serious consequences, up to being restricted to only registering for developmental courses, until you complete the required developmental math course or satisfy the TSI requirement in another way.

More information can be found at http://www.austincc.edu/math/tsiwarning.htm.
* If you are unsure whether or not this warning applies to you, see an ACC advisor immediately. 

Importance of Completing Developmental Course Requirements
The first steps to achieving any college academic goal are completing developmental course requirements and TSI requirements. The first priority for students who are required to take developmental courses must be the developmental courses. TSI rules state that students are allowed to take college credit courses, if they are fulfilling their developmental requirements. Because successful completion of dev courses is so important, ACC will intervene with any student who is not successfully completing developmental requirements. This intervention can mean a hold on records, requiring developmental lab classes, working with the Dev Math Advisor, and monitoring during the semester.

10. Statement on Students with Disabilities

"Each ACC campus offers support services for students with documented physical or psychological disabilities. Students with disabilities must request reasonable accommodations through the Office of 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.”

While the college requirement for this statement doesn’t include a statement about the letter of accommodation, instructors are also encouraged to add one, such as:

“Students who are requesting accommodation must provide the instructor with a letter of accommodation from the Office of Students with Disabilities (OSD). Accommodations can only be made after the instructor receives the letter of accommodation from OSD.”

11. Statement on Scholastic Dishonesty

"Acts prohibited by the college for which discipline may be administered include scholastic dishonesty, including but not limited to, cheating on an exam or quiz, plagiarizing, and unauthorized collaboration with another in preparing outside work. Academic work submitted by students shall be the result of their thought, work, research or self-expression. Academic work is defined as, but not limited to, tests, quizzes, whether taken electronically or on paper; projects, either individual or group; classroom presentations; and homework.” 

12. Recommended Statement on Scholastic Dishonesty Penalty

“Students who violate the rules concerning scholastic dishonesty will be assessed an academic penalty which the instructor determines is in keeping with the seriousness of the offense. This academic penalty may range from a grade penalty on the particular assignment to an overall grade penalty in the course, including possibly an F in the course. ACC's policy can be found in the Student Handbook page 33 or on the web at: http://www.austincc.edu/handbook/  under “Policy and Procedures”.
13. Statement on Academic Freedom

“Institutions of higher education are conducted for the common good. The common good depends upon a search for truth and upon free expression. In this course the professor and students shall strive to protect free inquiry and the open exchange of facts, ideas, and opinions. Students are free to take exception to views offered in this course and to reserve judgment about debatable issues. Grades will not be affected by personal views. With this freedom comes the responsibility of civility and a respect for a diversity of ideas and opinions."

14. Recommended Student Discipline Policy

“Classroom behavior should support and enhance learning. Behavior that disrupts the learning process will be dealt with appropriately, which may include having the student leave class for the rest of that day. In serious cases, disruptive behavior may lead to a student being withdrawn from the class. ACC's policy on student discipline can be found in the Student Handbook or on the web at  http://www.austincc.edu/handbook/ ”

COURSE OUTLINE/CALENDAR

See the "First Day Handout for Students" in the course section of the manual for the recommended course calendar.

TESTING CENTER POLICY
ACC Testing Center policies can be found at: http://www.austincc.edu/testctr/ 

Instructor should add any personal policy on the use of the testing center.

STUDENT SERVICES
The web address for student services is: http://www.austincc.edu/support  The ACC student handbook can be found at: http://www.austincc.edu/handbook/ 

Mathematics Department Requirements
The Mathematics Department requires additional course specific handouts on the first day of class. The items listed below under each course should be handed out to students on the first day of class.

MATD 0330,  0370 

Two-page student information sheet
Lab class information

Pretest - available online

First Day Handout for Students

MATD 0390 

Two-page student information sheet

Pretest - available online

Prerequisites for Calculus Handout  

First Day Handout for Students

MATH 1342 

Student information sheet (two versions provided in this Manual) 

Handout on MINITAB orientation

Homework assignment to include MINITAB homework about as much as the suggested homework list

First Day Handout for Students

MATH 1314, 1316, 1324, 2412, 2413   

Student information sheet (two versions provided in this Manual)

 Any required supplements in this Manual.

Prerequisites for Calculus Handout 

First Day Handout for Students


