[bookmark: _GoBack]From: Page, Jennifer 
Sent: Monday, July 03, 2017 9:44 AM
Subject: Fall 2017 Syllabus Templates and Checklist

Hello,

The syllabus templates and checklist for Fall 2017 are attached.  Please take time to read the instructions below, and be prepared to submit your completed syllabi to your department chair/program director by the first day of class for the fall semester (August 16).  

Attachments:  Templates have been revised!  Please do not simply copy and paste an old syllabus in its entirety into the new template.

· Syllabus Checklist Fall 2017:  The items on this REVISED checklist are required for each NFCC syllabus.  Your department chair/program director will review your syllabi using this checklist. Please use this checklist to review your own syllabi before sending them to your department chair/program director.
· A previous addition to the syllabus for spring required that online instructors include a statement that explains how they will verify active participation – for course verification roll purposes – in the online course environment.  This statement should be included in the “COURSE POLICIES” section of the syllabus. A note has been added to both the syllabus template and checklist to serve as reminders. 
· A new addition to the syllabus for summer and fall requires that instructors who utilize Turnitin include an explanation in the “COURSE POLICIES” section indicating how this service is used in class (i.e. procedures, expectations, impact on grading). It is the expectation of the Office of Academic Affairs that Turnitin is used first and foremost as a teaching tool rather than an automatic “caught ya” for academic dishonesty. 
· Under “COURSE CONTENT AND SCHEDULE,” the following Early Alert dates/window should be added (nursing courses excluded):
· Early Alert #1:  September 5-7
· Early Alert #2:  September 26-28




· Syllabus Template – GenEd – Fall 2017:  This template lists the AA Program Outcomes (also known as Gen. Ed. Competencies).
· General Education courses
· Developmental Education courses 
· Intermediate Algebra (MAT 1033)



· Syllabus Template – Non-GenEd – Spring 2017:  This template does NOT list Gen. Ed. Competencies; program level outcomes should take their place on the syllabus.
· AS and CTE courses
· Other non-General Education courses not listed above.




Important Notes:  
· Recent changes to the template are highlighted in yellow.  Please remove all highlights before submitting syllabi to your department chair.  In Microsoft Word, this can be done by selecting the entire text (Ctrl+A) and changing the highlighting color to “No Color.”

· Use caution when copying information from an old syllabus to the new template; be sure that each syllabus contains the correct term, CRN, course title, etc.  Please use the attached template; simply revising an old syllabus may contribute to missed or outdated information.

· Regarding filenames, please use the following naming pattern for the syllabus documents that you submit to your department chair:
[COURSE][SECTION] – [TERM] – [INSTRUCTOR] (Optional Info – hybrid, online)
                        Example:    ENC 1101 03 – Fall 2017 – Smith (Online)

· By the first day of class, send completed syllabi to your department chair/program director only. Upload each of your course syllabi to the CONTENT sections of the appropriate D2L courses. 

· Department chairs/program directors will review all syllabi before forwarding them to the Director of Curriculum and Instruction, Jennifer Page.

If you have questions about the syllabi templates, please do not hesitate to call or email me. 

Jennifer H. Page
Director of Curriculum and Instruction
Office of Academic Affairs
North Florida Community College
(850) 973-1630
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[Course Number - Course Title]

Course Syllabus





		TERM:  Fall 2017 

		CRN:  

		COURSE NUMBER:



		SECTION:

		COURSE TITLE:



		MEETING LOCATION:

		MEET TIMES:



		PREREQUISITES:

		COREQUISITES:



		DEPARTMENT CHAIR/PROGRAM DIRECTOR:



		DEPARTMENT CHAIR/PROGRAM DIRECTOR EMAIL:



		INSTRUCTOR:

		OFFICE LOCATION:



		TELEPHONE:

		EMAIL:



		RESPONSE TIME FOR PHONE AND EMAIL MESSAGES:





		OFFICE HOURS:





		[bookmark: _GoBack]REQUIRED TEXT: (Instructors – Please make sure the textbook information and ISBN(s) match what is displayed on the Virtual Bookstore list for Fall 2017.)







		ADDITIONAL RESOURCE MATERIALS AND/OR SUPPLIES:





		MINIMUM TECHNOLOGICAL REQUIREMENTS AND SKILLS:





		COURSE DESCRIPTION:  





		COURSE GRADING/EVALUATIONS:





		RESPONSE TIME FOR POSTING OF GRADES ON D2L:





		MIDTERM AND/OR FINAL EXAM INFORMATION:





		PROGRAM OUTCOMES: 



1.  



COURSE LEVEL STUDENT LEARNING OUTCOMES:
All courses with multiple sections must use the same wording for all SLOs, and assessments must share common attributes.


1. 



		Course Level SLO #

		Program Outcome #

		Summative Assessments

(A student  artifact: A specific assignment that could be submitted as 

evidence of a specific course level student learning outcome)



		

		

		



		

		

		



		

		

		



		

		

		












		COURSE CONTENT AND SCHEDULE: 







		COURSE POLICY STATEMENTS: (Online Instructors: In this section, include a statement that explains your policy for verifying active participation during the first week of classes – to determine whether a student will be dropped from the class for non-attendance.)









		NFCC INFORMATION AND POLICY STATEMENTS:  



Academic Honesty

NFCC is committed to providing a high-quality educational experience to all students, and students are expected to follow appropriate and honest academic practices.  This information is available in the Academic Regulations section of the college catalog at www.nfcc.edu.  All cases of academic dishonesty will be reported to the Office of Academic Affairs.



Instructors use www.turnitin.com to review papers and projects for improper citation and/or plagiarism by comparing each student’s report against billions of internet pages, a repository of works submitted to Turnitin in the past, and thousands of academic sources.  A comparison document called the Similarity Report details the areas of a student paper that may have been documented incorrectly or used improperly.  Refer to instructor’s course policy statements for usage details.



Attendance Policy

Regular and consistent attendance facilitates student success. Absences beyond the equivalent of two weeks of class are considered to be excessive and thus may impact a student’s course grade. Typically, two weeks of class would be described as follows:

· For a three credit hour class that meets MW or TR:  4 class meetings (2 weeks).

· For a three credit hour class that meets once a week for three hours:  2 class meetings (2 weeks).

Students are responsible for material covered during their absence. Refer to instructor makeup policy. 

If there is no verifiable participation within the first week of the term, a student will be dropped from the class for nonattendance.  This includes classes delivered in face-to-face, online, or hybrid format.  See instructor policy.   

    

Textbook Purchases

All required course materials are listed in the Virtual Bookstore tab on NFCC’s homepage.  Course materials purchased through eCampus, NFCC’s only contracted vendor, can be charged against a student’s financial aid account.  Course materials may also be purchased from any other source with the understanding that these non-eCampus purchases cannot be charged against a student’s financial aid account.



Used Book Purchases

Students should check the eCampus book list found in the Virtual Bookstore tab on NFCC’s homepage for correct titles and editions.  Note:  The ISBN listed in eCampus may include both the required text and a required access code.  When considering purchasing used books, students should be sure the purchase includes the ACCESS CODE in courses where required.  If not, the access code must be purchased separately at an additional cost.



Students/Visitors: Where to Park on Campus

If you have any questions about parking on campus, contact Campus Security at (850) 973-0280. Park in designated parking spaces only. Do not park on the grass or in undesignated areas. Faculty/Staff parking areas are to be used only by full- and part-time employees of the college. Faculty and staff parking spaces are lined in yellow and are clearly marked “STAFF”.  Students and visitors can park in any spaces that are lined in white.   NOTE: Some visitor parking spaces are lined in yellow with the word “Visitor” in the center.  These are for visitors only.  Students are not allowed to park in these spaces.  Vehicles cannot be parked by backing into the space. Any vehicle that is illegally parked will be towed at the owner’s expense. Refer to the college catalog or student handbook for all other parking regulations.



Enforcement:  If a vehicle is parked illegally anywhere on campus, it is subject to be towed at the owner’s expense ($85.00+). An illegally-parked vehicle will be given a WARNING on the FIRST OFFENSE.  There will be no second warning.  Illegally-parked vehicles will be TOWED ON THE SECOND OFFENSE.  Signs will be displayed near parking areas with the name and address of the company to contact if the vehicle is towed.  

The company that tows the vehicle is an independent company contracted by North Florida Community College. The College has no authority to negotiate towing fees and is not in any way responsible for damage or liability to the vehicle or its contents. The company that provides the towing service is: 

Jimmie’s Firestone

6025 South SR 53

Madison, FL 32340

(850) 973-8546



Campus Security

The administration of NFCC works diligently to make the campus as safe as possible.  A few of the procedures in place include the use of security officers, the placement of security lights at strategic locations, and the locking of buildings when not in use.  Students should always be alert and use normal precautionary measures at all times.  Campus crime statistics are documented annually and are available in the college catalog.  Campus security can be contacted at 850-973-0280 from 7:30 a.m. until 11:30 p.m. for assistance while on campus with non-emergency security concerns.  All emergency incidents should be reported directly to 911.



Library Services

The Marshall Hamilton Library, located in Building 4 at NFCC, is open for the Fall 2017 term during the following hours:



		Monday - Thursday                                                 

		8:00 a.m. - 7:00 p.m.



		Friday

		8:00 a.m. - 4:30 p.m.







Resources and staff are available in the Library to support student learning in the classroom.  Students are encouraged to visit, browse the collections, and use the computers during these hours.  Librarians are on duty to help with questions and research strategies.  To gain access to the Library’s extensive collection of electronic resources such as eBooks and academic databases with full-text articles, students MUST activate/renew their library accounts each semester. On campus students should bring their student ID to the library to activate their account. Off campus students should call the library to activate their account. Once a student’s library account is activated, online library resources are available 24 hours a day through the Library’s website, www.nfcc.edu/library.  Wireless Internet is also accessible in the Library and on the patio after hours.  Specific policies and regulations applicable to the Library are available in the Library or by visiting the Library’s website.  



Academic Success Center

The Academic Success Center (ASC) exists to provide all NFCC students, regardless of academic proficiency, the help and support necessary to ensure successful completion of studies and programs.  Services include one-on-one peer and faculty-led tutoring assistance, online tutoring, organized group study sessions, workshops, study skills training, academic coaching, web resources, and more.  The ASC takes pride in working closely with faculty and staff to develop resources and to support the various academic programs offered at NFCC. 



Locations (for Fall 2017)

· Walk-in and/or by-appointment tutoring sessions:  Visit the Tutor Lab located in the Marshall Hamilton Library.

		Monday - Thursday                                                 

		8:00 a.m. - 5:30 p.m.



		Friday

		8:00 a.m. - 4:30 p.m.







· Workshops, organized group study sessions, and professional tutoring:  See the ASC calendars and schedules on NFCC’s website for specific times and locations.

Smarthinking Online Tutoring 

Online tutoring is available to NFCC students 24 hours a day, 7 days a week, through Smarthinking. Each NFCC student has access to a Smarthinking account and 240 minutes of free tutoring services.  Located in D2L, Smarthinking offers a variety of tutoring services including drop-in live sessions, scheduled sessions, submit a question, and writing center submissions. Smarthinking covers a wide range of subjects like basic math, algebra, statistics, trigonometry, calculus, chemistry, physics, accounting, reading and writing (all subjects). Sessions are archived and available for students to review at any time for studying or test preparation. 



For more information about accessing the Smarthinking online tutoring service, see the ASC webpage or contact Elizabeth Gonzales at gonzalese@nfcc.edu or (850) 973-1719 and/or Tina Tucker at tuckert@nfcc.edu or (850) 973-9411. 



For any additional information regarding services provided by the Academic Success Center, please contact any of the following:

· Elizabeth Gonzales, Academic Success Center Coordinator  (850) 973-1719 / gonzalese@nfcc.edu 

· Tina Tucker, Tutor Lab Manager/Academic Specialist  (850) 973-9411 / tuckert@nfcc.edu 

· Academic Success Center (ASC)  (850) 973-1624 / asc@nfcc.edu 

· Lynn Wyche, Director of Learning Resources  (850) 973-9404 / wychel@nfcc.edu 



Americans with Disabilities Act

NFCC is dedicated to the concept of equal opportunity. Students desiring modifications in class or on campus due to a disability may choose to inform the instructor at the beginning of the semester or contact the Disability Resource Center directly. Accommodations and modifications will be made after the student registers with the Disability Resource Center and provides appropriate documentation of disability. After the documentation is evaluated, the instructor may be involved in providing accommodations to equalize the student’s educational experience. Students may call (850) 973-1683 (V) or (850) 973-1611 (TTY) for an appointment or additional information.



Technology Access

All NFCC online learning tools are available on the MyNFCC portal. To access the portal, students should click the MyNFCC link at the top of the NFCC website (http://www.nfcc.edu) or type the following URL into the Internet address bar:  https://my.nfcc.edu. When accessing the portal for the first time, students should click the "First Time User" link and follow the instructions to set up the account.



Each NFCC student is provided an email account through GoMail. The student’s GoMail account is the official email address used by faculty and staff for communication with the student. A student can access his/her GoMail account via the MyNFCC portal. Students are expected to check their GoMail accounts regularly.



Desire2Learn (D2L) is the learning management system that houses all online and supplemented face-2-face courses. Students can log in to an online or supplemented course by accessing the MyNFCC portal. Students will then see their course(s) listed under the "My Courses" widget on the D2L homepage. Click the name of the course to begin. 



D2L Maintenance Windows 

On the following dates, D2L might be intermittently unavailable from 1:00 a.m. to 7:00 a.m. due to scheduled maintenance:

 

		August Maintenance Window

		August 27, 2017



		September Maintenance Window

		September 24, 2017



		October Maintenance Window

		October 22, 2017



		November Maintenance Window

		November 26, 2017







Student Ombudsman

The Student Ombudsman provides confidential, informal, and neutral assistance to students seeking to resolve disputes or address issues of importance.  The Student Ombudsman does not serve as a student advocate, but rather serves as a guide to assist students in the navigation of College organizational structure and in understanding of policies and procedures.  David Paulk is the current Student Ombudsman.  He can be reached at (850) 973-9418 or paulkd@nfcc.edu. 



Equal Opportunity Statement

North Florida Community College is dedicated to the concept of equal opportunity and access to all programs and activities. In accordance with federal and state laws, and College policy, NFCC does not discriminate in any of its policies, procedures or practices on the basis of race, ethnicity, color, religion, sex, national origin, gender, age, disability, pregnancy, marital status, genetic information or any other characteristic protected by law. Inquiries or complaints regarding equity issues of any nature may be directed to Denise Bell, Equity Coordinator, 325 NW Turner Davis Drive, Madison, FL 32340, Telephone (850) 973-9481 or email equity@nfcc.edu.



Student Rights 

Students have certain rights as members of the College community. These rights include the following:

1. The right to a quality education

2. The right to freedom of expression

3. The right to hold public forums

4. The right to peacefully assemble

5. The right to a fair and impartial hearing

6. The right to participate in Student Government

7. The right to be a member in authorized student organizations

8. The right to appeal College decisions through established grievance procedures

9. The right of personal respect and freedom from humiliation and control

10. The right to make the best use of the student’s time and talents and to work toward the goal which brought the student to the College

11. The right to ask about and recommend improvements in policies that affect the welfare of students



Student Responsibilities

Students have certain responsibilities as members of the College community. These include the following:

1. Knowing the rules, regulations and policies of the College

2. Meeting the course and graduation requirements of the students’ program of study

3. Keeping college records current with up-to-date addresses and other information

4. Meeting with an academic advisor at least once each term

5. Complying with College rules, regulations and policies

6. Behaving with respect for others and oneself



Student Rights Under the Family Educational Rights and Privacy Act (FERPA)

FERPA affords students certain rights with respect to their educational records.

1. The right to inspect and review the student’s educational records.

2. The right to request the amendment of the student’s educational records to ensure that they are not inaccurate, misleading, or otherwise in violation of the student’s privacy or other rights.

3. The right to consent to disclosure of personally identifiable information contained in the student’s educational records, except to the extent that FERPA authorizes disclosures without consent.

4. The right to file with the U.S. Department of Education a complaint concerning alleged failures by North Florida Community College to comply with the requirements of FERPA. Please write to: U.S. Department of Education, 600 Independence Ave. S.W., Washington, D.C. 20203.

5. The right to obtain a copy of North Florida Community College’s student record policy from the Office of the Registrar, North Florida Community College, 325 NW Turner Davis Drive, Madison, Florida 32340.



Vulnerable Persons Act

All faculty and staff of North Florida Community College are required by law to report any type of abuse of minors that they witness or become aware of through written or verbal communication, regardless of the time that has passed since the abuse occurred.  Students are advised that any information, written or verbal, communicated in this class, or to the instructor in any way, in regards to any willful act or threatened act that results in any physical, mental, or sexual abuse, injury, or harm that causes or is likely to cause harm to the physical, mental, or emotional health of another to be significantly impaired is subject to disclosure as required per Florida State Statutes.
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                North Florida Community College 
             Syllabus Checklist 


Instructor Resources 


Fink, L. Dee. Creating 
Significant Learning 
Experiences. Jossey-
Bass, 2003. 


Weimer, Maryellen.  
Learning-Centered 
Teaching:  Five Key 
Changes to Practice. 
Jossey-Bass, 2002. 
 


The items listed on this checklist are required for each North Florida Community 
College syllabus. A syllabus template incorporating these required elements is 
provided for faculty.   


Basic Information 
 Course Information (Title, Section, CRN) 


 Course Meeting Information (Term, Meet Time/Days, Meeting Location) 


 Instructor Information (Name, Office Location/Hours, Contact Info)  


 Expected Response Time for Phone and Email Messages 


 Department Chair Information (Name, Email) 


 Text(s), Materials, and Fees 


 Minimum Technology Requirements  


 Current Catalog Course Description, including Prerequisites  


Course Grading/Evaluations  
 Methods of Assessment (Ideally will correlate with specific SLOs) 


 Final Grade Information and Explanation of Calculation 


 Viewing Current Grades on D2L:  Address expected response time for posting 
test, quiz, and lab grades on D2L as they may be different for each assessment. 


 Midterm/Final Exam (Date, Time, Location, Format) 


Program Outcomes & Course Level Student Learning Outcomes 
SLOs – What students will be able to do after course completion 


 For Multi-sectioned Courses:  Core SLOs common to all sections 


 For Gen Ed Courses:  Course level SLOs should align with Gen Ed Competencies 
(AA Program Outcomes)  


 For AS and CTE Courses:  Program Outcomes must be added to syllabus; Course 
level SLOs should align with program level outcomes. 


Course Content Outline and Schedule 
 General outline and pacing of class session topics 


 Schedule for major course assignments, assessments, and activities 


 Dates regarding early alerts, last date to withdraw, holidays, etc. 


Course Policies/Instructor Expectations/NFCC Information 
 Class Attendance Policy 


 Policy for verifying active student participation during first week of class (online) 


 Late Work/Make-ups Policy 


 Course Turnitin Policy/Procedure (if applicable) 


 NFCC Policies and Information (Updated by Office of Academic Affairs) 


Publication of the Syllabus  File name: [Course][Section]-[Term]-[Instructor] 


 Syllabus has been published on D2L for student access. 


 Syllabus has been submitted to the Department Chair. 


Optional Syllabus Ideas 


Add an assignment 
(such as a quiz question 
about the syllabus) to 
encourage students to 
read the syllabus. 


Provide information and 
ideas regarding 
resources for success, 
such as study aids, 
availability of tutoring, 
writing labs, writing 
rubric, and D2L. 


Provide opportunities 
for student self-
assessment. 


 


Revised April 2017                             Adapted from Pacific Union College Academic Senate 
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[Course Number - Course Title]

Course Syllabus





		TERM:  Fall 2017 

		CRN:  

		COURSE NUMBER:



		SECTION:

		COURSE TITLE:



		MEETING LOCATION:

		MEET TIMES:



		PREREQUISITES:

		COREQUISITES:



		DEPARTMENT CHAIR:

		DEPARTMENT CHAIR EMAIL:



		INSTRUCTOR:

		OFFICE LOCATION:



		TELEPHONE:

		EMAIL:



		RESPONSE TIME FOR PHONE AND EMAIL MESSAGES:





		OFFICE HOURS:





		REQUIRED TEXT: (Instructors – Please make sure the textbook information and ISBN(s) match what is displayed on the Virtual Bookstore list for Fall 2017.)





		ADDITIONAL RESOURCE MATERIALS AND/OR SUPPLIES:





		MINIMUM TECHNOLOGICAL REQUIREMENTS AND SKILLS:





		COURSE DESCRIPTION:  





		COURSE GRADING/EVALUATIONS:





		RESPONSE TIME FOR POSTING OF GRADES ON D2L:





		MIDTERM AND/OR FINAL EXAM INFORMATION:





		AA PROGRAM OUTCOMES — GENERAL EDUCATION COMPETENCIES: 



1. Communication Skills

a. communicating with language appropriate to audience, purpose, and technology at a collegiate level.

b. reading and listening effectively in order to articulate appropriate responses.

2. Quantitative Reasoning

a. generating and interpreting tables, charts, and graphs.

b. applying mathematical concepts to solve and analyze quantitative situations.

3. Scientific Reasoning

a. applying the scientific method.

b. analyzing how science explains the world around them.

4. Knowledge of Social and Behavioral Sciences

a. analyzing how past and current events in the world impact society as well as students personally.

b. explaining the importance of human behavior in shaping cultures.

5. Knowledge of Arts and Humanities

a. analyzing cultural achievements’ influences on societies past and present.

6. Information and Technological Literacy

a. using technology effectively.

b. analyzing sources of information effectively.

7. 21st Century Citizenship

a. showing an awareness of current local, state, national, and international events.

    (Global Awareness/Civic Responsibility)

b. working effectively as a team member. (Teamwork)



COURSE LEVEL STUDENT LEARNING OUTCOMES:
All courses with multiple sections must use the same wording for all SLOs, and assessments must share common attributes.


1. 



		Course Level 

SLO #

		Gen Ed

Competencies (# and letter)

		Summative Assessments

(A student  artifact: A specific assignment that could be submitted as 

evidence of a General Education competency)



		

		

		



		

		

		



		

		

		



		

		

		





  



		COURSE CONTENT AND SCHEDULE: 







		COURSE POLICY STATEMENTS:  (Online Instructors: In this section, include a statement that explains your policy for verifying active participation during the first week of classes – to determine whether a student will be dropped from the class for non-attendance.)







		NFCC INFORMATION AND POLICY STATEMENTS:  



Academic Honesty

NFCC is committed to providing a high-quality educational experience to all students, and students are expected to follow appropriate and honest academic practices.  This information is available in the Academic Regulations section of the college catalog at www.nfcc.edu.  All cases of academic dishonesty will be reported to the Office of Academic Affairs.



Instructors use www.turnitin.com to review papers and projects for improper citation and/or plagiarism by comparing each student’s report against billions of internet pages, a repository of works submitted to Turnitin in the past, and thousands of academic sources.  A comparison document called the Similarity Report details the areas of a student paper that may have been documented incorrectly or used improperly.  Refer to instructor’s course policy statements for usage details.



Attendance Policy

Regular and consistent attendance facilitates student success. Absences beyond the equivalent of two weeks of class are considered to be excessive and thus may impact a student’s course grade. Typically, two weeks of class would be described as follows:



· For a three credit hour class that meets MW or TR:  4 class meetings (2 weeks).

· For a three credit hour class that meets once a week for three hours:  2 class meetings (2 weeks).



Students are responsible for material covered during their absence. Refer to instructor makeup policy. 



If there is no verifiable participation within the first week of the term, a student will be dropped from the class for nonattendance.  This includes classes delivered in face-to-face, online, or hybrid format.  See instructor policy.   

    

Textbook Purchases

All required course materials are listed in the Virtual Bookstore tab on NFCC’s homepage.  Course materials purchased through eCampus, NFCC’s only contracted vendor, can be charged against a student’s financial aid account.  Course materials may also be purchased from any other source with the understanding that these non-eCampus purchases cannot be charged against a student’s financial aid account.



Used Book Purchases

Students should check the eCampus book list found in the Virtual Bookstore tab on NFCC’s homepage for correct titles and editions.  Note:  The ISBN listed in eCampus may include both the required text and a required access code.  When considering purchasing used books, students should be sure the purchase includes the ACCESS CODE in courses where required.  If not, the access code must be purchased separately at an additional cost.



Students/Visitors: Where to Park on Campus

If you have any questions about parking on campus, contact Campus Security at (850) 973-0280. Park in designated parking spaces only. Do not park on the grass or in undesignated areas. Faculty/Staff parking areas are to be used only by full- and part-time employees of the college. Faculty and staff parking spaces are lined in yellow and are clearly marked “STAFF”.  Students and visitors can park in any spaces that are lined in white.   NOTE: Some visitor parking spaces are lined in yellow with the word “Visitor” in the center.  These are for visitors only.  Students are not allowed to park in these spaces.  Vehicles cannot be parked by backing into the space. Any vehicle that is illegally parked will be towed at the owner’s expense. Refer to the college catalog or student handbook for all other parking regulations.



Enforcement:  If a vehicle is parked illegally anywhere on campus, it is subject to be towed at the owner’s expense ($85.00+). An illegally-parked vehicle will be given a WARNING on the FIRST OFFENSE.  There will be no second warning.  Illegally-parked vehicles will be TOWED ON THE SECOND OFFENSE.  Signs will be displayed near parking areas with the name and address of the company to contact if the vehicle is towed.  

The company that tows the vehicle is an independent company contracted by North Florida Community College. The College has no authority to negotiate towing fees and is not in any way responsible for damage or liability to the vehicle or its contents. The company that provides the towing service is: 

Jimmie’s Firestone

6025 South SR 53

Madison, FL 32340

(850) 973-8546



Campus Security

The administration of NFCC works diligently to make the campus as safe as possible.  A few of the procedures in place include the use of security officers, the placement of security lights at strategic locations, and the locking of buildings when not in use.  Students should always be alert and use normal precautionary measures at all times.  Campus crime statistics are documented annually and are available in the college catalog.  Campus security can be contacted at 850-973-0280 from 7:30 a.m. until 11:30 p.m. for assistance while on campus with non-emergency security concerns.  All emergency incidents should be reported directly to 911.



Library Services

The Marshall Hamilton Library, located in Building 4 at NFCC, is open for the Fall 2017 term during the following hours:



		Monday - Thursday                                                 

		8:00 a.m. – 7:00 p.m.



		Friday

		8:00 a.m. – 4:30 p.m.







Resources and staff are available in the Library to support student learning in the classroom.  Students are encouraged to visit, browse the collections, and use the computers during these hours.  Librarians are on duty to help with questions and research strategies.  To gain access to the Library’s extensive collection of electronic resources such as eBooks and academic databases with full-text articles, students MUST activate/renew their library accounts each semester. On campus students should bring their student ID to the library to activate their account. Off campus students should call the library to activate their account. Once a student’s library account is activated, online library resources are available 24 hours a day through the Library’s website, www.nfcc.edu/library.  Wireless Internet is also accessible in the Library and on the patio after hours.  Specific policies and regulations applicable to the Library are available in the Library or by visiting the Library’s website.  



Academic Success Center

The Academic Success Center (ASC) exists to provide all NFCC students, regardless of academic proficiency, the help and support necessary to ensure successful completion of studies and programs.  Services include one-on-one peer and faculty-led tutoring assistance, online tutoring, organized group study sessions, workshops, study skills training, academic coaching, web resources, and more.  The ASC takes pride in working closely with faculty and staff to develop resources and to support the various academic programs offered at NFCC. 



Locations (for Fall 2017)

· Walk-in and/or by-appointment tutoring sessions:  Visit the Tutor Lab located in the Marshall Hamilton Library.

		Monday - Thursday                                                 

		8:00 a.m. - 5:30 p.m.



		Friday

		8:00 a.m. - 4:30 p.m.







· Workshops, organized group study sessions, and professional tutoring:  See the ASC calendars and schedules on NFCC’s website for specific times and locations.

Smarthinking Online Tutoring 

Online tutoring is available to NFCC students 24 hours a day, 7 days a week, through Smarthinking. Each NFCC student has access to a Smarthinking account and 240 minutes of free tutoring services.  Located in D2L, Smarthinking offers a variety of tutoring services including drop-in live sessions, scheduled sessions, submit a question, and writing center submissions. Smarthinking covers a wide range of subjects like basic math, algebra, statistics, trigonometry, calculus, chemistry, physics, accounting, reading and writing (all subjects). Sessions are archived and available for students to review at any time for studying or test preparation. 



For more information about accessing the Smarthinking online tutoring service, see the ASC webpage or contact Elizabeth Gonzales at gonzalese@nfcc.edu or (850) 973-1719 and/or Tina Tucker at tuckert@nfcc.edu or (850) 973-9411. 



For any additional information regarding services provided by the Academic Success Center, please contact any of the following:

· Elizabeth Gonzales, Academic Success Center Coordinator  (850) 973-1719 / gonzalese@nfcc.edu 

· Tina Tucker, Tutor Lab Manager/Academic Specialist  (850) 973-9411 / tuckert@nfcc.edu 

· Academic Success Center (ASC)  (850) 973-1624 / asc@nfcc.edu 

· Lynn Wyche, Director of Learning Resources  (850) 973-9404 / wychel@nfcc.edu 



Americans with Disabilities Act

NFCC is dedicated to the concept of equal opportunity. Students desiring modifications in class or on campus due to a disability may choose to inform the instructor at the beginning of the semester or contact the Disability Resource Center directly. Accommodations and modifications will be made after the student registers with the Disability Resource Center and provides appropriate documentation of disability. After the documentation is evaluated, the instructor may be involved in providing accommodations to equalize the student’s educational experience. Students may call (850) 973-1683 (V) or (850) 973-1611 (TTY) for an appointment or additional information.



Technology Access

All NFCC online learning tools are available on the MyNFCC portal. To access the portal, students should click the MyNFCC link at the top of the NFCC website (http://www.nfcc.edu) or type the following URL into the Internet address bar:  https://my.nfcc.edu. When accessing the portal for the first time, students should click the "First Time User" link and follow the instructions to set up the account.



Each NFCC student is provided an email account through GoMail. The student’s GoMail account is the official email address used by faculty and staff for communication with the student. A student can access his/her GoMail account via the MyNFCC portal. Students are expected to check their GoMail accounts regularly.



Desire2Learn (D2L) is the learning management system that houses all online and supplemented face-2-face courses. Students can log in to an online or supplemented course by accessing the MyNFCC portal. Students will then see their course(s) listed under the "My Courses" widget on the D2L homepage. Click the name of the course to begin. 



D2L Maintenance Windows 

On the following dates, D2L might be intermittently unavailable from 1:00 a.m. to 7:00 a.m. due to scheduled maintenance:

 

		August Maintenance Window

		August 27, 2017



		September Maintenance Window

		September 24, 2017



		October Maintenance Window

		October 22, 2017



		November Maintenance Window

		November 26, 2017







Student Ombudsman

The Student Ombudsman provides confidential, informal, and neutral assistance to students seeking to resolve disputes or address issues of importance.  The Student Ombudsman does not serve as a student advocate, but rather serves as a guide to assist students in the navigation of College organizational structure and in understanding of policies and procedures.  David Paulk is the current Student Ombudsman.  He can be reached at (850) 973-9418 or paulkd@nfcc.edu. 



Equal Opportunity Statement

North Florida Community College is dedicated to the concept of equal opportunity and access to all programs and activities. In accordance with federal and state laws, and College policy, NFCC does not discriminate in any of its policies, procedures or practices on the basis of race, ethnicity, color, religion, sex, national origin, gender, age, disability, pregnancy, marital status, genetic information or any other characteristic protected by law. Inquiries or complaints regarding equity issues of any nature may be directed to Denise Bell, Equity Coordinator, 325 NW Turner Davis Drive, Madison, FL 32340, Telephone (850) 973-9481 or email equity@nfcc.edu.



Student Rights 

Students have certain rights as members of the College community. These rights include the following:

1. The right to a quality education

2. The right to freedom of expression

3. The right to hold public forums

4. The right to peacefully assemble

5. The right to a fair and impartial hearing

6. The right to participate in Student Government

7. The right to be a member in authorized student organizations

8. The right to appeal College decisions through established grievance procedures

9. The right of personal respect and freedom from humiliation and control

10. The right to make the best use of the student’s time and talents and to work toward the goal which brought the student to the College

11. The right to ask about and recommend improvements in policies that affect the welfare of students



Student Responsibilities

Students have certain responsibilities as members of the College community. These include the following:

1. Knowing the rules, regulations and policies of the College

2. Meeting the course and graduation requirements of the students’ program of study

3. Keeping college records current with up-to-date addresses and other information

4. Meeting with an academic advisor at least once each term

5. Complying with College rules, regulations and policies

6. Behaving with respect for others and oneself



Student Rights Under the Family Educational Rights and Privacy Act (FERPA)

FERPA affords students certain rights with respect to their educational records.

1. The right to inspect and review the student’s educational records.

2. The right to request the amendment of the student’s educational records to ensure that they are not inaccurate, misleading, or otherwise in violation of the student’s privacy or other rights.

3. The right to consent to disclosure of personally identifiable information contained in the student’s educational records, except to the extent that FERPA authorizes disclosures without consent.

4. The right to file with the U.S. Department of Education a complaint concerning alleged failures by North Florida Community College to comply with the requirements of FERPA. Please write to: U.S. Department of Education, 600 Independence Ave. S.W., Washington, D.C. 20203.

5. The right to obtain a copy of North Florida Community College’s student record policy from the Office of the Registrar, North Florida Community College, 325 NW Turner Davis Drive, Madison, Florida 32340.



Vulnerable Persons Act

All faculty and staff of North Florida Community College are required by law to report any type of abuse of minors that they witness or become aware of through written or verbal communication, regardless of the time that has passed since the abuse occurred.  Students are advised that any information, written or verbal, communicated in this class, or to the instructor in any way, in regards to any willful act or threatened act that results in any physical, mental, or sexual abuse, injury, or harm that causes or is likely to cause harm to the physical, mental, or emotional health of another to be significantly impaired is subject to disclosure as required per Florida State Statutes.
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