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Instructor:     Ann Palmer

Email:  apalmer@austincc.edu


 M, W     2:00 PM – 3:00 PM

Web Site: www.austincc.edu/apalmer

 T, Th    11:10 AM – 12:10 PM 

Office Hours:  & conferences by appointment

Office Phone:    223-5172


Office Room Number:      EVC 2316

Fax Number:     223-5190






Home Phone:    474-6607


	Prerequisites
	ACC reading assessment test score. No specific level on the ACC assessment score is required.

	
	

	Credit
	Developmental Studies   3 - hour  course

	
	

	Course Description

and Methodology
	A review of sound/letter relationships as they relate to spelling. Review of spelling generalizations.

Students will send assignments to the instructor for correction. They will have conferences in person or by telephone with the professor before each test that is taken in the college testing centers.  The students will take an initial assessment in person during the orientation at the beginning of the semester. 

	
	

	Text/ Materials

required
	Each student must purchase:

College Spelling Skills  2nd ed. by James Shepherd

	
	

	Course Rationale
	This course is designed to develop spelling by reasoning and prepare students for college-level courses.

	
	

	Attendance, 

Withdrawal, 

Contacts
	All students are expected to attend the scheduled orientation at the beginning of the semester. They are also required to telephone the instructor during the semester before each of the tests. Any student who does not attend the orientation and telephone regularly may be dropped from the course. The instructor will respond to telephone calls and email as soon as possible. If there is a change in this policy, the instructor will notify the students.

	
	

	Objectives
	This spelling course has been designed to aid students who have experienced difficulty in learning to spell through the traditional “Look and Say” inductive approach.

Students will learn the following skills:

· to use spelling rules

· to spell consonant and vowel sounds

· to avoid spelling errors caused by faulty pronunciation

· to proofread 

· to use the apostrophe and hyphen

· to capitalize and abbreviate words


(adapted from Shepherd’s College Spelling Skills, page ix)

	Important Dates

	16-week classes begin
                                                      August 24







(Monday)

Schedule changes

August 24 - 26
(adds/drops)

(Monday - Wednesday)

Labor Day holiday                                                             September 7

                                                                                            (Monday)

12-week classes begin                                                          September 21

                                                                                            (Monday)

Schedule changes

September 21 -23 

(adds/drops)

Last day to withdraw

November 23

(Monday)

Thanksgiving Holiday (College closed)                            November 26 - 29
                                                                                           (Thursday- Sunday)

Classes end

December 13

                                                                              (Sunday)



	Exit Criterion
	Consult your academic advisor concerning your specific exit criteria.

	
	

	Support Services

Eastview Campus

	Learning Resource Services (Library)
223-5109

Student Services
223-5188

Learning Lab
223-5115

Bookstore
927-1619

Testing Center
223-5145

Security/Lost & Found
223-5120

Developmental Studies Office (RVS)
223-6068

	
	

	Services for 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.

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

	
	

	
	



	Textbooks
	The textbook is available at all ACC bookstores and needs to be purchased by the first week of the course.

	Course Rules
	1.
Homework is to be sent to the instructor to be corrected. The specific assignments will be listed on the Course Work page. The assignments to be graded by the instructor may be emailed, faxed, and delivered in person or through intercampus mail by the due dates.

2.
A specific heading is required on all assignments and in the subject line of each email. Include the following:

· Course abbreviation and number (DEVR 1503)

· Your first and last name (Joe Blow)

· Assignment number, exercise number and page number. (Assignment 1, Exercise B -1, pages 11 - 14) 

· The subject on your email would be: DEVR 1503, Joe Blow, Assignment 1, Exercise B – 1, pages 11-14)

3.
Save assignments as a RTF-rich-text file, an all-purpose word processing format, before sending them. Save them with the same heading as explained above.

4.
Keep and file all graded and returned assignments.

5.
All tests are to be taken in the campus testing centers.

	
	

	Grading Criteria
	You have enrolled in a three-hour course.  You will receive one letter grade

(A, B, C, D, F) for the three-hour course. Grades will be issued at the end of the semester.

A
100 - 90

B
89 - 80

C
79 - 70

D
69 - 60

F
59 and below

	
	

	IP Grades
	An IP (In Progress) grade is used for students in developmental education courses. An IP may be awarded to students who remain in the class, are attending and are progressing but not achieving the standards for earning a C or better in the course. An IP is a final grade for the term and counts toward the student’s term hour load but carries no grade points or credit toward graduation. An IP does not mean successful fulfillment of the objectives of the course or completion of remediation. Students who earn an IP and continue at ACC must re-register in the same course for the next term that they enroll unless TSI requirements are otherwise met, in which case the IP becomes the final grade. An IP grade is not to be used as an alternative to an I or an F. TSI-mandated students who have excessive absences do not qualify for an IP.
Students may earn an IP in the same course two times. On the third attempt, the student is not eligible for an IP and instead must earn an A, B, C, D, or F.

	
	

	Incomplete Grades
	An instructor may award a grade of I (Incomplete) if a student was unable to complete all of the objectives for the passing grade in a course. An I cannot be carried beyond the established date in the following semester. The completion date is determined by the instructor but may not be later than the final withdrawal deadline in the subsequent semester. The department chair will approve a change from I to a performance grade (A, B, C, D, or F) for the course before deadline.
Consideration should be given to course load, job, and family obligations when carrying an I into a new semester for completion. An I that is not resolved by the deadline will automatically be converted to an F.


In extreme cases, students may receive permission to carry an I for longer than the following semester or session deadline. Approval must come from the instructional dean.

	
	

	Grade Averages
	Grades are electronically averaged from the following two sources:

1.
exercises from the text – 50%

2.
tests taken in the testing center – 50%

	
	

	Scholastic Dishonesty
	Students are expected to follow appropriate guidelines for academic performance by doing their own work except when collaborating on group assignments. They need to credit material from other authors and sources adequately. Cheating or misrepresenting the work of others as your own will result in an “F” on the assignment. If you do not know how to credit sources, please inform your instructor.

Prohibited acts include those related to academic integrity. 1) Academic work submitted by students shall be the result of their own thought, research, or self-expression. For purposes of these regulations, academic work is defined as, but not limited to exams and quizzes, whether taken electronically or on paper; projects, either individual or group; papers; classroom presentations; and homework. 2) When students borrow ideas, wording, or organization from another source, they shall reference that information in an appropriate manner. 

Penalties for scholastic dishonesty may range from a failing grade on a particular test or assignment to dismissal from the course depending upon the specific circumstances


	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. This means that students must take turns speaking, listen to others speak without interruption, and refrain from name-calling or other personal attacks.

	
	

	Student Discipline


Policy
	Students at the College have the rights accorded by the Constitution to freedom of speech, peaceful assembly, petition, and association. These rights carry with them the responsibility to accord the same rights to others in the College community and not to interfere with or disrupt the educational process. As willing partners in learning, students must comply with College rules and procedures.

Enrollment in the College indicates acceptance of the rules set forth in this policy, which is administered through the office of the Campus Dean of Student Services. Due process, through an investigation and appeal process, is assured to any student involved in disciplinary action.


STUDENT GUIDE FOR USE OF ACC TESTING CENTERS 
Austin Community College is pleased to provide testing services to ACC faculty and students. In order to ensure test integrity and adequate space for testing, ACC has established the following guidelines: 

A. I.D. REQUIREMENT. Students are required to show an ACC photo ID in order to test. 

B. WRITTEN PERMISSION FROM INSTRUCTOR 
1. Some tests also require written permission from your instructor in addition to your photo ID and student ID. 

2. If the test deadline has passed, you must bring written permission from the instructor. 

C. STUDENT TEST REQUEST FORM 
1. Students are required to complete the Student Test Request Form which contains the following student information: 

a. Synonym Number & Section Number 

b. Course Abbreviation & Course Number 

c. Test Number 

d. Instructor’s Name 

D. RETESTING 
1. The yellow student copy of the Test Request Form is required for retesting. 

2. Retests may not be available in all courses. 

3. Students may not retest more than once on the same exam version. 

E. TESTING MATERIALS. Students should bring only the materials that an instructor has allowed for a given test. 

1. The Testing Centers provide the following approved items: 

a. English dictionaries (non-electronic) 

b. Scantron answer sheet 

c. All types of paper 

2. If authorized by instructor, foreign language dictionaries must be provided by the student and must be word to word only and non-electronic. 

3. Having unauthorized materials (food, drinks and tobacco items, cell phones, pagers, and other electronic devices, etc.) with you while testing is considered scholastic dishonesty and may subject you to disciplinary action. Unauthorized items must be stored elsewhere, in a locker, or shelved in the Testing Center at your own risk. 

F. LOCKERS 
1. You are responsible for the return of your locker key to Testing Center staff. 

2. Your property will not be surrendered in the case of a lost key until a report is filed with Campus Police. 

3. The incident will be reported to Admissions Director and a hold will be placed on your record until the key is returned or replaced. 

G. CHILDREN ARE NOT ALLOWED IN TESTING CENTERS AND ARE NOT TO BE LEFT UNATTENDED ON ANY ACC CAMPUS. 
H. SEATING POLICY 
1. The Testing Center may assign seating. 

2. When the Testing Center is full, you may be asked to sign a waiting list, take a ticket or line up outside the Center. 

3. Students are required to wait again in line, if one exists, if they desire to take more than one test at a time. 

I. BREAKS DURING TESTING 
1. Students may not leave the Testing Center for breaks, to drink water, or go to the restroom. 

2. Only with a medical statement from a doctor may a student be allowed to leave the Testing Center for a break during the test. 

J. SCORING OF TESTS 
1. If an answer key is available, the test will be graded and you will be given your raw score. Keep the yellow copy of the Student Test Request Form for the remainder of the semester to ensure that grades have been posted. This is proof you took the exam. 

2. Once the test has been scored, it cannot be reviewed or examined again in the Testing Center. Contact your instructor for feedback information on the test items. 

K. GRADES OF INCOMPLETE 
Testing for grades of Incomplete require an Incomplete Grade Form or verification from Admissions and Records and signature of instructor. 

L. HOURS OF OPERATION 
1. Hours of operation for all the Testing Centers are located on the web at http://www.austincc.edu/testctr. 

2. Hours for testing vary from Center to Center and are subject to change without notice due to emergencies or unforeseen circumstances. 

3. Students will not be admitted and new test materials will not be distributed after the stated closing time. 

4. All test materials are collected from students thirty (30) minutes after closing time. 

M. SCHOLASTIC DISHONESTY 
1. The testing area is monitored as students are taking tests. Any student suspected of/or caught cheating (including using unauthorized materials during testing) will be referred to the appropriate administrator. 

2. Disciplinary actions for scholastic dishonesty range from exclusion from Testing Centers to expulsion from ACC. Refer to the ACC Student Handbook for ACC’s disciplinary policies and procedures. 

3. Any information included on your test is not to be taken from the Testing Center or shared with others. 

N. STUDENT CONDUCT 
1. You may be removed from the Testing Center for behavior that significantly interferes with or disrupts Testing Center operations. In accordance with College procedure, the Campus Dean of Students will have primary authority and responsibility for the administration of student discipline. 

2. Discipline may also be administered for other prohibited acts that constitute offenses, as outlined in the ACC Student Handbook. 
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(	If you are taking this course to comply with the Texas Higher Education Assessment (THEA) requirements** Texas law requires that:





	1.	If you are not “continually in attendance,” and “making progress” in this course, you may be withdrawn from the course by your instructor.





	2.	If you withdraw yourself from this course or are withdrawn by your instructor, you will be automatically withdrawn from all of your other college courses if this is the only THEA-mandated course you are taking.





**If you are unsure whether or not this warning applies to you, see an ACC advisor immediately.
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