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Columbus State Community College
English Department


COURSE NUMBER AND TITLE:   ENGL 0152:  Basic Punctuation—Online Course			

CREDITS:  1	CLASS HOURS PER WEEK:  2 (Term) 		PREREQUISITES: None

DESCRIPTION OF COURSE 
This course covers punctuation skills, including the effective use of commas, semicolons, quotation marks, apostrophes, end marks, and the conventions of capitalization.

COURSE STUDENT LEARNING OUTCOMES
1. Students will identify common punctuation marks.
2. Students will analyze sentences and paragraphs and apply rules of punctuation and capitalization.
3. Students will identify and correct errors in punctuation and capitalization.
4. Students will use punctuation and capitalization effectively in their own writing.

OUTCOMES-BASED ASSESSMENT OF STUDENT LEARNING
Columbus State Community College's Institutional Learning Goals are an integral part of the curriculum and central to the mission of the college.  For this course, students are expected to demonstrate the skills associated with the Institutional Learning Goals identified below:
· #1:  Critical Thinking
· #6:  Communication Competence

In class, students are assessed on achievement of these outcomes.  Names will not be used when reporting results.  Outcomes-based assessment is used to improve instructional planning and design and the quality of student learning throughout the college.  A full list of ILGs is available at www.cscc.edu/syllabus.

COURSE MATERIALS REQUIRED
Computer with internet access, writing materials

TEXTBOOKS, MANUALS, REFERENCES, AND OTHER READINGS
Basic Punctuation Workbook (CSCC Faculty)

GENERAL INSTRUCTIONAL METHODS
Online instructional material, workbook exercises, etc. 

UNITS OF INSTRUCTION
Unit I:	      Capitalization
Unit II:  	End Punctuation
Unit III:  	Commas
Unit IV:  	Semicolons
Unit V:  		Colons
Unit VI:	  Apostrophes
Unit VII:  		Quotation Marks

STANDARDS AND METHODS FOR EVALUATION
	7 Unit Tests (10% each)				= 	70%
	1 Final Exam						= 	20%
	Other (participation, classwork, homework)		=	10%

GRADING SCALE
 90–100 = A; 80–89 = B; 70–79 = C; 65–69 = D; Below 65 = E/EN

GRADING TIME FRAME
All assignments will be graded within one week of the due dates, and the scores will be entered in the Blackboard grade book.  If this should not occur, students will be notified of the reason for the delay.

SPECIAL COURSE REQUIREMENTS
Computer/Internet access is required.

ATTENDANCE POLICY
Attendance is being present and participating in the academic course community, whether in a traditional class, an online environment, or both. Class attendance is essential to learning and succeeding as a student. To successfully meet the course objectives, it is essential to engage with instructional materials and actively participate in class activities. Missing these activities may impact your ability to achieve your desired outcomes and grade in the course. If you miss class activities, you should communicate with your instructor as soon as possible. Instructors are under no obligation to provide makeup assignments or extend deadlines. You should also be aware that missing class may affect Financial Aid.  (See Financial Aid Attendance Reporting below.)

COLLEGE SYLLABUS STATEMENTS
The required Columbus State Community College syllabus statements on college policies and student support services can be found at www.cscc.edu/syllabus or by searching “Syllabus Statements” on the CSCC website.  Some of the CSCC syllabus statements will be included on this syllabus for the course, but the link will lead you to the most complete and updated information.  Please read all of the information at this site to ensure that you are aware of campus services, your rights, and your responsibilities.  (In the event that information has changed since the creation of this course syllabus, the information on the website supersedes that on the syllabus.) 

STUDENT CODE OF CONDUCT
As an enrolled student at Columbus State Community College, you have agreed to abide by the Student Code of Conduct as outlined in the Student Handbook.  You should familiarize yourself with the student code.  Columbus State Community College expects you to exhibit high standards of academic integrity, respect, and responsibility.  Any confirmed incidence of misconduct, including plagiarism and other forms of cheating, will be treated seriously and in accordance with College Policy and Procedure 7-10. The full Student Code of Conduct can be found at: https://www.cscc.edu/services/student-conduct/code-of-conduct.shtml.

ACADEMIC INTEGRITY POLICY
The English Department values academic integrity as essential to building and maintaining a learning community that fosters excellence in educational and scholarly activities. All work completed for this course provides an opportunity for learning and growth. Plagiarism (i.e., presenting another author’s words, ideas, or organization as one’s own without attribution) hinders this growth, opposes academic integrity, and undermines student credibility.  While students may face demands on time, fear of failure, and confusion about how to cite or paraphrase source material, it is the student’s responsibility to seek out guidance on avoiding plagiarism. Remember, every student is an integral part of building a community of trust. If plagiarism is identified, the assignment may receive a zero and the case may be referred to the Office of Student Conduct.  To learn more about academic integrity at Columbus State, we recommend the resources available at https://www.cscc.edu/academics/academic-integrity/. 

USE OF ARTIFICIAL INTELLIGENCE (AI)
The submission of work generated by artificial intelligence (without explicit permission from the instructor) constitutes a violation of CSCC's Student Code of Conduct. Faculty may use AI/plagiarism-detection tools to ensure that student writing is original and human-created.

CLASSROOM CIVILITY STATEMENT  
This course will serve as our community. We will meet, read, write, talk, and learn together. For each member of our community to think, learn, and grow, we must all feel safe and welcome. It is okay for us to have differences of opinion and to ask questions, but we must be kind and respectful to each member of our community.  Supporting our classroom community means communicating respectfully, refraining from behaviors that distract from learning, and respecting our peers. 

AMERICANS WITH DISABILITIES ACT (ADA) POLICY
It is Columbus State policy to provide reasonable accommodations to students with disabilities as stated in the Americans with Disabilities Act (ADA) and Section 504 of the Rehabilitation Act.  If you would like to request such accommodations for access, please contact Accessibility Services: 101 Eibling Hall, (614) 287-2570.  Email or give your instructor a copy of your accommodations letter from Accessibility Services as soon as possible.  Accommodations do not start until your letter is received, and accommodations are not retroactive.  Delaware Campus students may contact an advisor in the Student Services Center on the first floor of Moeller Hall, (740) 203-8345.

TITLE IX AND NON-DISCRIMINATION
Columbus State is committed to supporting a respectful and productive learning, athletic and working environment free of discrimination, harassment and retaliation. The College prohibits discriminatory or harassing behavior based on a protected class by or against students, employees, persons participating in a College program or activity, vendors and College visitors. Protected classes for purposes of this policy are sex, race, color, religion, national origin, ancestry, age, disability, genetic information (GINA), military status, sexual orientation, pregnancy, status as a parent of a young child or status as a foster parent and gender identity and expression.  To answer questions or address concerns related to these protections, please contact a Compliance Office staff member.  (Names and contact info can be found at www.cscc.edu/syllabus.)  For additional information about your options at Columbus State Community College or to file a complaint online, please visit the Compliance Office webpage at http://www.cscc.edu/services/title-ix/.

FINANCIAL AID ATTENDANCE REPORTING
Active class attendance and participation lead to academic success. Financial aid funds are disbursed in "good faith" that you are attending and actively participating in your classes. Columbus State is required by federal law to verify the enrollment of students who participate in Federal Title IV student aid programs and/or who receive educational benefits through the Department of Veterans Affairs. Beginning the third week of the semester, it is the responsibility of the College to identify students who never participate or who stop participating in any course for which they are registered and paid. These students will be administratively withdrawn from the class section. Financial aid will be disbursed to eligible students starting the fourth week of the semester. Non-attending students will not receive financial aid. Please contact the Financial Aid Office for information regarding the impact of course withdrawals on financial aid eligibility.  https://www.cscc.edu/services/financial-aid/index.shtml
For the purposes of financial aid reporting, a student meets the participation and attendance criteria if the student has actively engaged in the class and demonstrated a meaningful attempt toward completion of the course.  Examples of active engagement may include, but are not limited to, the following: completing a graded course assignment (e.g., homework, quiz, essay, project, or lab); actively participating in studio or practicum sessions; making content-related contributions to an online discussion forum (including responses both to prompts and to student/instructor posts). 
AUDIO/VIDEO RECORDING OF CLASS
Audio and video recording, transmission, or distribution of class content (e.g., lectures, discussions, demonstrations, etc.) is strictly prohibited unless the course instructor has provided written permission via the syllabus or a signed form.  Authorization to record extends solely to students in that particular course.  Transmitting, sharing, or distributing course content onto public, commercial, or social media sites is strictly prohibited.

INCLEMENT WEATHER OR OTHER EMERGENCIES 
In the event of severe weather or other emergencies that could force the college to close or to cancel classes, such information will be broadcast on radio stations and television stations. Students who reside in areas that fall under a Level III emergency should not attempt to drive to the college even if the college remains open.  Assignments due on a day the college is closed will be due the next scheduled class period. If an examination is scheduled for a day the campus is closed, the examination will be given on the next class day. If a laboratory is scheduled on the day the campus is closed, it will be made up at the next scheduled laboratory class. If necessary, laboratory make-up may be held on a Saturday. Please review the academic department specific policy relative to clinical, practicum, of other missed time due to weather related college closings.  Students who miss a class because of weather-related problems when the class is held as scheduled are responsible for readings and other assignments as indicated in the syllabus. If a laboratory or an examination is missed, contact the faculty member as soon as possible to determine how to make up the missed exam or lab. Remember, it is the student’s responsibility to keep up with readings and other assignments when a scheduled class does not meet, whatever the reason.  In the event the college is forced to close during Final Examination Week, exams scheduled for the first missed date will be rescheduled. The faculty member for each section of a course will communicate via email to registered students of the new date, time, and location of the exam. This information will also be posted, by the faculty member, on their Blackboard section as an announcement.  For more information please visit: https://www.cscc.edu/about/severe-weather.shtml
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