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SUNY Corning Community College
Academic Division: (Liberal Arts & Professional Studies or STEM)
[bookmark: _heading=h.icelsf6jktbk]Course Title: (i.e., College Composition I)
[bookmark: _heading=h.syfzekkm3151]Course Number and Section: (i.e., ENGL1010-Y04) 
Class CRN: (i.e., 12345)
[bookmark: _heading=h.i9vhyzy4dhyu]Semester and Year: (i.e., Fall 2025)
[bookmark: _heading=h.mh22y1rccx9m]Course Location and Time: (i.e., Elmira High School, J138, M-F 8:09-9:28)

[bookmark: _heading=h.py46niy05sgy]Instructor Name:
[bookmark: _heading=h.v3ft0pfte0wb]Instructor Email: (school email)
[bookmark: _heading=h.npblpfd5miaa]Instructor Office Location and Office Hours: 

[bookmark: _heading=h.3kh5313ybjk8]Course Description: (copy course description from the SUNY CCC Course Catalog[footnoteRef:1])  [1:  https://corning.cleancatalog.net/classes] 

[bookmark: _heading=h.oyt5q0wo3h58]Student Learning Outcomes: 
(The student learning outcomes are the same for all sections of the College course. The academic division/ACE Liaison can provide the SLOs, and the sample syllabus for the course includes them.)
[bookmark: _heading=h.wtaihvw054l0]Textbook Information: 
(i.e., Ramage, John D., et al. Allyn & Bacon Guide to Writing 8th ed., Pearson, 2021. 
ISBN-13: 9780137477555 (2021 update) etextbook)
Include information about accessing required e-textbook, Open Educational Resources (OER), and textbook-related ancillary print or digital resources, i.e., workbooks, lab manuals, etc. 
[bookmark: _heading=h.fjd7mv756gsg]Software, Equipment, and Supplies:
(Include a list of any required software (and how to access), equipment, and supplies.)
[bookmark: _heading=h.ru7w3fu64r51]Course Requirements and Grading Policy:
(List components of the course grade (major assignments and/or categories of smaller assignments) and weight for each, late assignment submission policy, and other factors impacting course grade.  Include grading scale and minimum grade to pass the course. Indicate students can check grades in Brightspace or by what other means.)
(For other than in-person classes, include the following:
· Outline online activity requirements, i.e., discussions.
· For classes taught through blended, mixed, and hyflex instructional methods, clarify which class activities and assignments will be done online and which will be done in the classroom.
· Indicate response time for student questions, i.e., emailed questions will generally be answered within 24 hours and over weekends and breaks in 48 hours.  Exceptions to this availability will be posted in the class announcements.
· Indicate average return time for graded work, small and major assignments, i.e., discussion posts will be graded within three days and major assignments will generally be graded in one week.)
[bookmark: _heading=h.9mls74yyw601]Attendance Policy
(The SUNY CCC academic division or department may have a policy that you must include here, or a maximum number of absences that you must not exceed in your policy.)
(Sample policy below for a full semester MWF course:
Attendance is recorded by students signing the attendance sheet in class each day.  Attendance grade for the class: 1 absence = A, 2 = B+, 3 = B-, 4 = C+, 5 = C, 6 = D 
· During weeks 1-9, the first 60% of the course, the maximum number of absences is four. The maximum number of absences for the term is six.
· The student is responsible for officially withdrawing from a class.  If a student stops attending and does not withdraw, the student will receive a grade of F for the course.) 
(For other than in-person instructional methods[footnoteRef:2] outline attendance and participation policies. These policies must align with federal requirements, which are contained in the linked definition below.) [2:  https://drive.google.com/file/d/1Xf2ZJ55nEYQalsMuYK2w2Bc4lKvNsYu9/view] 

Please reference the definition of attendance for online classes.[footnoteRef:3]  [3:  https://docs.google.com/document/d/1GGltNlLmAXCmI_XbPreK_G4SWiz8s2Y_/edit#heading=h.gjdgxs] 

[bookmark: _heading=h.3zgwr3bofth2]Student Enrollment Status and Drop/Withdrawal 
Students should verify their enrollment status in MyCorning, My Banner. If a student needs to drop or withdraw from the class, it is the student’s responsibility to do so by submitting an online drop form through MyCorning, My Banner. Students should consult with the instructor and/or an advisor.
No grade is assigned if the class is dropped within the first 20% of the class. A W is assigned if a student withdraws after 20% up to 60% of the class. Please see the last date to withdraw from a class.[footnoteRef:4] If a student simply stops attending but does not drop or withdraw, the student will receive a grade of F for the class. After 60% of the class, a grade will be assigned. [4:  https://www.corning-cc.edu/admissions-future-students/ace/how-to-drop.php] 

[bookmark: _heading=h.gzh9ho5m5zyp]Student Supports: 
	Academic
· For help with course content, students should contact the instructor.
· Tutoring through the SUNY CCC Learning Center[footnoteRef:5] provides help with math, writing, science, accounting, and other subject areas. Additional tutoring hours are available through SUNY’s STAR-NY Online Tutoring.[footnoteRef:6] Tutoring for ACE/HS CEO classes is free for enrolled students.  [5:  https://www.corning-cc.edu/academics/learning-center.php]  [6:  https://www.starny.org/tutoring_schedule] 

· The Arthur A. Houghton Jr. Library[footnoteRef:7] has research guides, databases for research, and books. Library staff help students navigate library databases, search for information, and find and evaluate, as appropriate, source material for course assignments.  [7:  https://corning.libguides.com/library] 

Technical
· Students must claim their SUNY CCC student account[footnoteRef:8] to verify enrollment status and to access tutoring and the library.  [8:  https://www.corning-cc.edu/mycorning.php] 

· The SUNY CCC Information Technology Helpdesk[footnoteRef:9] supports students with their MyCorning account, SUNY CCC Gmail and Google Drive, and campus WiFi.  [9:  https://sunycorningcommunitycollege.zohodesk.com/portal/en/newticket] 

· In Brightspace an orientation to the learning management system is available. For Brightspace technical issues and resource guides, please use the SUNY Online Helpdesk.[footnoteRef:10] [10:  https://online.suny.edu/help/] 

Accessibility Services (Statement below is for HS CEO classes)
The accommodations process in college is different than in high school.  Here is a general outline of the differences.[footnoteRef:11] Students with learning, physical, or psychological disabilities who wish to receive accommodations for SUNY CCC classes taught by SUNY CCC faculty must contact the Accessibility Services office in Chemung Hall, CHM 100, on the Spencer Hill Campus; at 607-962-9262 or at accessibility@corning-cc.edu. Students are required to self-identify by making a formal request for services and provide current documentation that reflects the nature of the disability. Reasonable accommodations in the classroom will be provided for students with appropriately documented disabilities. Confidentiality will be maintained at all times.
 [11:  https://www.suny.edu/attend/get-started/students-with-disabilities/high-school-to-college/] 

Family Educational Rights and Privacy Act (FERPA)
Grades and graded work that is emailed must be sent via SUNY CCC’s official password-protected email or through Brightspace. Please see SUNY CCC FERPA information.[footnoteRef:12] When a high school student under 18 is concurrently enrolled, the following FERPA[footnoteRef:13] regulations apply.  [12:  https://www.corning-cc.edu/about/privacy.php]  [13:  https://studentprivacy.ed.gov/faq/if-student-under-18-enrolled-both-high-school-and-local-college-do-parents-have-right-inspect] 

[bookmark: _heading=h.6ozyc5d1dk6o]Proxy Management
Corning Community College (CCC) adheres to its legal responsibility to enforce The Family Education Rights and Privacy Act of 1974, commonly known as FERPA.
Proxy Management[footnoteRef:14] allows students to create a “proxy account” for a parent/guardian to have access to specific information from the student account. (i.e. Financial Aid, Student Accounts, Grades, etc.) You are able to check which information you would like your proxy to be able to view. You access this request from your MyBanner by clicking on Student Profile -> Personal Profile -> Proxy Management -> Add New.  [14:  https://studentprivacy.ed.gov/faq/if-student-under-18-enrolled-both-high-school-and-local-college-do-parents-have-right-inspect] 

Electronics Usage (insert high school policy)

[bookmark: _heading=h.79in0wi0iesu]Classroom Conduct (insert high school policy)

[bookmark: _heading=h.sxq5auj7ec79]Netiquette
In an online setting, it is important for students to conduct themselves in a professional manner. Certain behaviors are expected when communicating with peers, instructors, or SUNY CCC staff. Please see Netiquette Guide for Online Courses[footnoteRef:15] for professional communication in an online setting. [15:  https://docs.google.com/document/d/1Cb4YwAoqNsU4I8LwGOy1Fb0iLnmcmJO1/edit] 

Academic Honesty 
The principles of integrity, respect, and ethical behavior are long standing traditions at SUNY CCC. It is expected that all students will recognize these values and adhere to all aspects of student conduct and academic honesty inside and outside of the classroom. The act of academic dishonesty is one in which a student is trying to gain an unfair academic advantage or is avoiding actions required by a course, which have been designated to improve some aspect of the student’s education. Knowingly and willfully aiding or collaborating with a student in the violation of an Academic Honesty policy, even if not personally committing any violation is considered academic dishonesty.
Plagiarism occurs when a person presents another’s ideas, information, words, artwork, films, music, graphs, data, or statistics as if they were his or her own creation. Plagiarism is a form of theft and is cheating. When a person copies material from a published source, such as a periodical, book, or downloads a passage from an Internet source and presents that information without proper documentation (reference/citation and, if dire) in a paper or project, then that person has committed plagiarism. Even if the content or wording is slightly changed, a little plagiarism is still plagiarism. 
If a violation of this policy has occurred, the instructor will conduct an investigation. The result of this investigation may be a zero or failing grade on the assignment, expulsion from and receiving an F for the course. Further disciplinary action may include expulsion from the College.
Certificate of Residency Requirement 
A Certificate of Residency is required for all eligible New York State high school and homeschool students. Please see these directions: Certificate of Residency.[footnoteRef:16] Failure to submit the application by the county’s due date will result in a non-resident charge to the student’s account. For 2025-2026 this fee is $163/cr. hr. A hold will be placed on the student’s account until paid or a COR is obtained. Students will not be able to register for the next semester or order transcripts until resolved. [16:  https://www.corning-cc.edu/admissions-future-students/ace/certificate-of-residency.php] 

[bookmark: _heading=h.wstforrtpu2p]Overview/Timeline of Course Topics
(This section should minimally include weekly topics and due dates of major assignments: midterm and final exams, research papers, projects, case studies, lab reports, portfolios, etc.  A detailed sequence of course topics, reading assignments, and due dates is most helpful to students.)


I, _____________________________, (print student name) have read the above ACE course syllabus and understand the course requirements to receive SUNY Corning Community College credit for this course.

I have also read and understood the drop/withdrawal policies for the course and the Certificate of Residency requirement.


____________________________________               ____________________________
Student Signature                                                          Date

____________________________________               ____________________________
Parent/Guardian Signature				     Date



[bookmark: _heading=h.uwahi7fzf417]
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