The VWCC Dual Enrollment Course Syllabus Template

The Dual Enrollment instructors can choose the format for their syllabus, however it must include the key data identified for syllabi prepared by VWCC faculty and adjuncts. To assist with that, a template for dual enrollment classes is provided for your reference.  Please submit syllabi using this format or a similar one.

1. The syllabus should be turned into the VWCC dual coordinator (via e-mail) at least one week before starting your dual enrollment class.  An electronic copy is preferred.  The syllabi are posted in a shared drive on our campus so that deans and program heads can access the information.  The submission is part of the Dual Enrollment Instructor Evaluation.  
2. Because they are merged with all campus wide syllabi, please SAVE AS using this format:   course name and number_ your last name _high school_semester.  (i.e.  ENG_111_Beard_FCHS_S14)
All Syllabi should include the following information:
	· Name of the college 
· VWCC course name and number 

· Semester (must be the same as when the credit will be earned by the student)

· Instructor name, e-mail or phone number and high school location
· Instructor office hours/time available to meet with students outside of class time
· Year-long high school classes that award college credits in the fall and spring, must have a separate syllabus for each semester.
	· Course description as found in the VWCC on-line catalog
· Learning outcomes (must include those on the VWCC course outline)

· Textbook and/or materials used in the classroom and the ISBN number.  (All DE classes must use the VWCC textbook UNLESS the HS book has been approved by the VWCC Program Head)
· Evaluation/Grading System
	· Links to VWCC student resources noted on the template 

· ADA Clause
· Academic Honesty Clause



1. We ask that all DE teachers spend a few moments explaining and demonstrating the links to their students AND REMIND them they do have access to the services noted on the syllabus (i.e. Brown Library, tutors, student services, etc.)

2. Some required items are specific to our campus (i.e. campus police, closing, etc.) – and while instructors might need to include the information that is relevant for their school division, they must include the VWCC links at well.  This is because all dual enrollment students have the right to use the resources on our campus, and should an emergency occur, or a closing, they need to know where to find that information.  Instructors can copy and paste that information from the dual syllabus template that is provided for their use.   

SAMPLE SYLLABI – please update the information highlighted in RED
Virginia Western Community College






SEMESTER/YEAR
Dual Enrollment Course Offered at (High School)

ABC XXX – Course Title
Credits 


Instructor:


      




Location (HS): 
Email: 








Classroom No. 
Office hours (could be during your planning or before/after school)
COURSE DESCRIPTION Should be copied from the Course Outline.  Additional verbiage can be added to identify DOE/School Division information as well
LEARNING OUTCOMES:  You must include the outcomes identified in the VWCC Course Outline – you may have other outcomes as well, based on your content and HS curriculum.
TEXTBOOK OR OTHER RESOURCES:  Textbook and/or materials used in the classroom and the ISBN number.  (All DE classes must use the VWCC textbook UNLESS the HS book has been approved by the VWCC Program Head).

INSTRUCTIONAL METHODOLOGY AND USE OF TECHNOLOGY   optional – you may want to include this

COURSE REQUIREMENTS/ASSIGNMENTS    Optional - You many want to include major themes or projects, or you may want to give your students some other kind of pacing guide or outline
COURSE POLICIES

Attendance:  You might say something like: 

· XXX High School’s attendance policies will be strictly followed.  Refer to the school student handbook

Evaluation/Grading  Policy:  You might say something like:
· Grading will be follow the XXX  HS grading scale (post your own)

100-94% A; 93-86% B; 85-78% C; 77-70% D; 69-0% F
· If assignments are weighed differently, you should include that info – ie
	1.  Lab work/ Homework/ Class-work
	          25%

	2.  Quizzes/Projects
	          25%

	3.  Tests/Semester Exam
	          50%


Make-Up/Late-Work Policy:  You might want to say something like:
· 

XXX High School’s Make-Up/Late-Work Policy will be followed.  Refer to the school student handbook  

If you want to be more specific, spell it out:

Make-Up/Late-Work Policy:  (if you have one – sample below)
Excused absence for unplanned absence:

Students with an excused absence normally receive one additional day for each day absent to complete missed work. The student should initiate contact with the instructor on the first day back to discuss missed work and to request extra time, if needed, to complete assignments.  Any agreements that alter due dates will be documented in writing.

Excused absence for planned absence:
All work due during a planned absence is due on the first day back, if a parent note was provided prior to the absence.  Any deviation from this policy requires a student-teacher conference prior to the absence.  Any agreements that alter due dates will be documented in writing.

 Unexcused absence:

Work due during an unexcused absence cannot be accepted.

Late Work:

Assignments that are turned in late will be accepted at the discretion of the instructor.  If accepted, the grade will be reduced 10% for each day the work is late.

Penalties for Academic Honesty Policy Violations:  
You should list the penalties established for your school AND you should include a message about VWCC policy or at least a link to it:

Academic dishonesty is not tolerated at Virginia Western; violations of this policy can result in disciplinary actions, including suspension or expulsion from the College. According to The Virginia Western Student Handbook, academic dishonesty includes, but is not limited to, the following: 

· Cheating on a test by giving, receiving, offering, and/or soliciting information.

· Buying, selling, stealing, or soliciting any material purported to be a part of an assignment.

· Plagiarism (taking and using the ideas of another as one’s own).

· Unauthorized use of materials, notes, or other aids during a test.

For more information, read the “Conduct” section of the VWCC Student Handbook

Inclement Weather Schedule: 
We will follow the same schedule as XXX Public Schools.

Students traveling to the VWCC campus should refer to their website or local media for information on campus closings or delays.

ADA Statement: Questions or concerns about the college’s and student’s rights and responsibilities regarding persons with disabilities may be directed to the 504/ADA Coordinator.  The Americans with Disabilities Act of 1990 (ADA) and section 504 of the Rehabilitation Act provides protection from illegal discrimination for qualified individuals with disabilities.

Copyright Statement: The materials for this course are only for the use of students enrolled in this course for purposes associated with the course, and may not be retained or further disseminated.

THIS COURSE DOES NOT MEET ON THE VWCC MAIN CAMPUS.  
INFORMATION FOR STUDENTS WHEN ON THE VWCC CAMPUS
Emergency Alert Information: In the ongoing effort to provide every VWCC student with information about how VWCC plans to handle a crisis occurring on the campus, a video has been created which offers valuable details and proactive guidelines for responding to critical and unpredictable incidents should one occur on our campus. To view the video, visit http://www.virginiawestern.edu/police/safety.php.

Virginia Western is pleased to announce the new VW Alert Text Messaging System. The system is designed to immediately contact you during a major crisis or emergency. The system delivers important emergency alerts, notifications and updates to you on all your devices. To register, visit https://alert.virginiawestern.edu/index.php?CCheck=1. 

An evacuation plan is located on the wall beside the door of each VWCC classroom and computer lab. This plan includes evacuation routes for fire as well as shelter in place room designations. Please make yourself aware of the exits. If asked to evacuate, please do so in a calm and orderly manner using the nearest exit. Do not try to use the elevator in case of a fire or other situation that might cause a power outage. 

VWCC STUDENT LINKS AND RESOURCES:  

For additional information regarding student services or college policies or procedures, please review the information found at these links.

	Student Services General
	https://www.virginiawestern.edu/students/services.php

	Student Consumer Information
	http://www.virginiawestern.edu/services/studentconsumerinfo.php

	Brown Libary
	http://www.virginiawestern.edu/library/index.php


	VWCC Withdrawal Policy
	http://www.virginiawestern.edu/services/withdrawal.php

	VWCC Student Resources
	http://www.virginiawestern.edu/services/resources.php

	VWCC Student Rights and Responsibilities
	http://www.virginiawestern.edu/about/policies/docs/I-21.pdf


	VWCC Student Conduct Policy
	https://www.virginiawestern.edu/about/policies/I-21.php


	VWCC Student Grievance Procedures
	https://www.virginiawestern.edu/about/policies/I-19.php


	Career Services
	http://www.virginiawestern.edu/careercenter/index.php

	Office of Disability Services
	http://www.virginiawestern.edu/disability/index.php

	Student ID Cards
	http://www.virginiawestern.edu/studentlife/studentid.php

	Wellness Fitness Center
	http://www.virginiawestern.edu/studentlife/recreation/fitnesscenter.php
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