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Textbook Issues

As of Fall 2006, different colleges within the HG{stem use
different texts. Thus, it is important for adjgsmevho may teach at
more than one college within the system to prepaieg the
textbooks that have been chosen at each college.

Course Divisions

HCCS divides the material in Government 2301 ar@P48 the
following manner:Note 1: Please take care that when you plan your
semester, you do not short Texas government ol ¢msaernment.

Government 2301: Political Science, TX & US Constitutiol
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US/TX Political Culture, Public Opinion, Media, TYE
Participation, TX/US Parties and Elections, Felimrg Loca
Government

Government 2302: Branches of National and Texas Government;

US/TX Economic, Budgetary, and Regulatory Policiésil Rights;
Civil Liberties; Criminal Justice; and Foreign alddfense Policies

If you teach at other community colleges, they bragk up the tw:
courses differently ( e.g.. they may teach thé kibarties chapter in
2301 instead of 2302 like HCCS does). Please mateethat you
cover the proper topics in each course accordingl@CS divisions.

Sample Plans for Government 2301
PLAN ONE
Unit One: Political Science, Ideology, U.S. Pohlti€ulture, U.S. Constitution
Unit Two: Media; Opinion; Participation, Parti€dections (TX and US)
Unit Three: Federalism, Texas Political Culturexd® Constitution, Local Government
PLAN TWO
Unit One: Political Science, TX & US Constitutions

Unit Two: US/TX Political Culture and Participati; Public Opinion, Media, Unit Thre
Parties and Elections (TX and US)

Unit Four: Federalism, Local Government
PLAN THREE

Unit One: Political Science, Ideology, and PolitiCalture
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Unit Two: Texas and U.S. Constitutions, Federalism
Unit Three: Media; Opinion; Participation, Partasd Elections (TX and US)

Unit Four: Local Government

Sample Plans for Government 2302
PLAN ONE
Unit One: The Branches of National and State Guwent
Unit Two: Economic, US/TX Budgetary Policies, aRdgulatory Policies
Unit Three: Civil Rights, Civil Liberties, Crimihdustice, and Foreign and Defense Policies
PLAN TWO
Unit One: The U.S. Branches of Government
Unit Two: The Texas Branches of Government andBLidgetary Policy
Unit Three: Civil Rights, Civil Liberties Policie§riminal Justice
Unit Four: Regulatory, Economic, US Budgetary Eleb, Foreign and Defense Policies
PLAN THREE
Unit One: The Judicial Branch, Civil Rights and/iCLiberties Policies
Unit Two: The Legislative Branch, Economic, Buged Regulatory Policy (US and TX)

Unit Three: The Executive Branch and Bureaucr&oyeign and Defense Policy

The
Syllabus

Instructors should give a syllabus to their studemt the first day of
class. If you cannot do this, give at least a &nmformation sheet «
some kind to substitute until next class, and &sthe students that
you will distribute the syllabus next class. Teydlabus helps set the
tone for the class and iscontrac between the instructor and t
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student. If you absolutely have to make modifmadiin your
syllabus during the semester, you must clearlyrmfthe students
(preferably in writing) of any changes made. Ndimaou should
limit changes to minor corrections of errors (etgpos) and things
that are beyond your control (e.g., calendar chawdge to school
closings).

The syllabus is possibly the most important thiog greate to
determine the outcome of your clastferefore, consider carefully 1
following suggestions and words of advice. Indleaeric syllabus
that follows, blue italicized comments are mearttéagyuidance; non-
italicized portions are suggested wording. If yse this syllabus,
you need to incorporate your own assignments, appmjects,
classroom policies, etc.

Finally, give a copy of your syllabus to your chalf you are new or
if you intend to make major changes, submit yollabys before
classes begin so that your chair has time to reitiewhe chair may
wish to discuss mistakes, potential problems/cotsflipolicy issues,
or local college rules. If there is a conflictween this generic
syllabus and your local departmental rules, yowkhadhere to the
latter.

Government 230 CRNxxxx (semester)
HCC-college, campus, room, time
INSTRUCTOR: (your name)

PHONE #: Consult with your chair—you do not have to give you
private phone number to students. If your chaoves you to give ¢
departmental or campus number, please tell thertonzll for minor
reasons, such as absence excuses or informateadglstated in the
syllabi.

E-MAIL ADDRESS: If you are adjunct, consult with your cF—
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some chairs may require use of HCCS accounts; ©thay
encourage you to use your own email accounts geldse decision |
you.

OFFICE HOURS: (office building and number; hours)

Full-time instructors are required to hold officeuns. If you are
adjunct, consult with your chair—you should havemsaegular time
and place set aside for students to contact youndst cases students
will meet with you before and after class—consieere on campus
you might conveniently meet with students for langeeetings. Itis
generally a bad idea to meet students off campus.

WEBSITES: List the departmental website at a mumm You may
also wish to list other relevant websites of thikeg®, and your own
Learning Web page if you have one.

COURSE DESCRIPTION: Government 238 one of two courses
designed to introduce students to the politicsaMegnment in
America at the national, state, and local levdlsis course is fully
transferable to other colleges and universities.

TEXTS: Consult your chair and list required textbooks tele.g.:

These books can be purchased from local collegkdtoies. Both
books are also used for GOVT 238(hote: 230x=the other
government clas Study guides are not required, but are available in
the bookstores for student purchase. Some instsictcommend tr
guide for students lacking strong backgrounds @énsibcial sciences.

(You may wish to include the following or a simgéatement,
depending upon your textbooks and methodisg learning
objectives, sample questions, key terms, etc.uded in most
textbooks offer a good study guide. Learning dinjes, outlines, an
guestions will help you to identify the chapter'aimthemes. Key
terms, meanwhile, are found at the end of eachtehaphese ar
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vocabulary words. Although it is not necessaryngmorize a
definition, it is important to be able to defineckderm in your own
words and to be able to identify its significancahe context of the
chapter.

Outside Readings-No textbook can begin to cover everytl
that is relevant and current in politics. When adioc
supplemental readings from theReader or your own sourc
consider readings and exercises which enhance Y@dEghin
style and meet the needs of YOUR students. Tetlestis hoy
you are going to use these outside readings. Sosteuctor
assign readings to bolster text materials, and guod/or test c
the articles just as they do on the textbooks. eOthstructor
require students to read selected pieces to prefmreslas:
activities and exercises. Still other instructanse outsid
readings for homework assignments. At any ratey whudent
need and deserve the variety of thought and wrisitydes the
come from reading outside the textbook.

DISABILITIES: Any student with a documented disability (e.g.,
physical, learning, psychiatric, vision, hearing,. ewho needs t
arrange reasonable accommodations must contabisheility
Service Officglname of counselpat 713-718xxxX at the beginning
of each semester. Faculty are authorized to peoerdy the
accommodations requested by the Disability Suppervices Office.

You must include this statement (or somethvgyy similar)
somewhere in your syllabus. The intent is to comyth the
Americans with Disabilities Act and remind disabitddents that
help (“reasonable accommodations”) is availablémn. Should a
student contact you, there are special ADA coumseleailable to
assist both you and the student. If the studesinbayet met with th
Disability Services staff you should refer the smdto them for a
formal“Letter of Accommodatic” (which they will later present |
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you). Do not provide exceptional accommodatiohs s you do nc
provide to all students) to students without tip@iperwor—all
students must be treated equalhlessthey have their paperwork.
Check with your department chair if you have angsjions.

GRADING: Establish your own grading scale, along with a full
description of the your formula (weights assignetests, quizzes,
assignments, etc.) for deriving student gradesyikgan mind that
students should have a number of opportunitiesato #eir final
grade. (HCC requires that least four component grades make up
the final grade.) The HCC Government Disciplmandatesthatat
least 25% of a student's grade be earned throwgtien work ,
whether as essays and short answers on testshamigwork and/or
papers. Be«clear (you may wish to specify to the first decimal gpin
as to what constitutes an A, B, C, etc. in youssj&.g.:

A =100-90

B =89.9-80
C=799-70
D=69.9-60
F=59.9-0

Be advised that vague comments about using yognpeat to round
up grades for good participation will be interptets an entitlement
by some students, and in some cases, will inspadegappeals.
(While grading participation is not prohibitedjgtan inherently
subjective process of limited utility that is frdugvith problems, so
consult with your chair if you wish to do this.)

If you allow extraeredit work, take care that it is far more challiy
than the regular work, or students will focus omstead. It should
not substitute for the regular curriculum and sdowt be a way fc
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students who do not study to magically pass theseoanyway.
(After all, if a student does not have time to agsgly study the
regular material, why should he or she take onteidil tasks?)
Remember, extra-credit is optional, and shouldogch reward for
poor performance. If used at all, it is betteergsd for exceptionall
hard working students who want to ensure their igiue. As a
general rule, do not give extra credit opportusit@ only one
students or only students who ask. Extra crefdiffered, should be
offered to everyone in the class. If you think yoight want to give
extra credit work, it is best to plan the projeefdre the semester
begins. This prevents you from feeling pressunedtbdents to
provide too much extra credit wo

You must note assignments or projects in your buiahat will
constitute some portion of the students’ final gratUnless you are
not able to do so or wish to remain flexible, ybwwd consider
including the actual assignment in your syllabueeathan passing it
out separately later. Finally, don’t forget to sipepolicies/penalties
regarding assignments turned in late.

TESTING: Establish the number, value, content, and generaidt
of your tests. There should be at least three megts, and most te:
should contain a writing component. Remember élhétast 25%of
the student’s grade must be determinedaviten work .

Consider using brief pop (or daily) quizzes ovesigised readings.
Quizzes not only tend to keep the students mopdiised and make
class discussions more productive, but when givemptly at the
beginning of the class, they usually act to dinfirierdiness and foc
the students’ minds quickly on the subject matfé¢he day. They
also act as good feedback and can reveal whicleistsiére at risk of
failing.

Make-up policies should be established in thisiseaif your
syllabus. If you intend on requiring excuses f@ke-ups, keep i
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mind that you will often be punishing honest studemhile rewardin
those who are adept at concocting unverifiable ggs@and using
scanners to fake documents. Do not tell the stisdbat missed tests
must be excused or the makeup will be harder themdgular test
unless you are willing to require explanations pje each
student’s excuse for truthfulness and credibilityr-emerous task.

RESEARCH/ PROJECTS/ SPECIAL ASSIGNMENTS: Students
should be required to do some form of researchriting outside the
classroom. This can be in the form of homeworkgassents,

original research, book reviews, et designing an assignment, take
measures that will reduce or eliminate the possgilolf student
plagiarism. The more specific and structured yamsignment is, th
less likely you will have to deal with plagiarisitalk to your
department chair for advice regarding this.

ATTENDANCE : You should come to class. It is my experiercH
students with good attendance records usually dionvée course.
The college provides that students may be dropfiedmissing mor:
than six hours of class time. | do not wish topdamyone who is
making a good faith effort to succeed in the coulé& appears to
me, however, that you have stopped attendibd\Y drop you
because the alternative is to give you an F. Bleasp me informed
if you are having problems that are affecting yattendance and |
will do my best to work with you. If you decideyonust drop the
course, please fill out the appropriate form incb#ege office on
campus—do not assume that | will or will not withdraw you. The
last day you can drop (glate)

You may wish to revise the above statement. Thlenad in the
above statement is “may.” If you say you “will” thdraw the
student, you will b@bligated to do so no matter what the
circumstance. If you say you “will not,” yatannot, so consider yol
policy carefully. You may wish to discuss thiskwtour departmer
chair

file://H:\Program Files\CoffeeCup Software\Workintih31E.htm 6/30/200t



Pagel2 of 86

Whatever your policy, some students will be unhathyay you did or
did not withdraw them—because most instructors avdlv students
who stop attending, students tend to assume thiébhewvithdrawn
and get upset if you assign them an F. Howevengsactually woulc
rather receive an F, since it means their studisatstatus,
scholarship, or health insurance will not be jedpaed, because the
things generally require futime enrollment. The key is to make y
policy very clear and remind them as the drop taim<—and then
stick to your stated policy.

NOTICE: (mandatory statemenfis of Fall 2006, students who take
a course for the third time or more will face sfgrant tuition/fee
increases at HCC and other Texas public collegdsiaiversities. |If
you are considering course withdrawal because y@naet earning
passing grades, confer with your instructor/coumsas$ early a
possible about your study habits, reading and ngriiomework, te-
taking skills, attendance, course participatiord apportunities for
tutoring or other assistance that might be avaslabl

TARDINESS/LEAVING EARLY: HCCS does not have a formal
policy regarding tardiness, although your syllabais establish one
For example, you may choose to make three tardesgs equal to
one absence. Of course, this only matters if yoenid to withdraw c
directly penalize students for absences. If yaal#dish a penalty, yc
must clearly state the policy in your syllabus, andogoé it strictly,
which can be difficult, since you will need to irmept your lecture to
carefully note each occasion.

SCHOLASTIC DISHONESTY: If you are caught committing
scholastic dishonesty in any way, you will receawveF for the courst
| do not negotiate “second chances.” Please seeunfor help if
you are having problems, rather than resort to o that will
tarnish your record.

You may wish to reword the preceding entirely, god may wish tc
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have a different penalty—but whatever it is, defindearly, and
consider carefully the consequence. Don’'t makdethat you are
unwilling or unable to enforce consistently. Alsonsider that if you
say the student will get a zero on that portioryailthe course, that
may be an ineffective deterrent in some cases.

You may wish to define the term, using the follogriHCCS
definition or a summary thereof! Scholastic dishonesty includes,
IS not limited to, cheating on a test, plagiarisimg collusion.
Cheating on a test includes copying from anothedesit's test paper;
using, during a test, materials not authorizedhayperson giving the
test; collaborating with another student duringst tvithout authority
knowingly using, buying, selling, stealing, trandpuy, or soliciting

in whole or part the contents of an unadministeestt or bribing
another person to obtain a test that is to be adtaned. ‘Plagiarism’
means the appropriation of another's work and tfazknowledged
incorporation of that work in one's own written \dor credit.
‘Collusion” means the unauthorized collaboratiomtmanother person
in preparing written work offered for credit."”

You may wish to additionally use thitn simplified terms, cheating
Is: (1) taking unchanged passages (or slightlyeejiifrom another
person's writing and portraying them as one's @@nsubmitting ¢
paper that includes paraphrases of another pensaiitsg without
giving credit; (3) having someone else write yoap@r for you; (4)
copying or using another person's work during asslwriting or
testing; and (5) the unauthorized use of electrdemaces during in-
class writing or testing. Keep in mind also thé&tether you are
cheating or not, not following testing or writingles properly, such
as communicating with your neighbor or using a phhne during a
test will be construed as cheating. This is nod&@maustive list of the
forms of scholastic dishonesty. If you are in dpabnsult your
instructor.

STUDENT DISCIPLINE: Adult behavior is expected. Disrupti
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behavior/ activities, which interfere with teachiaigd /or learning wi
not be tolerated, and may result in an administeatiithdrawal
without refund. This statement or something very similar provides
important support for the rare case in which youstmeémove a
disruptive student.

CELL PHONES AND OTHER ELECTRONIC DEVICES: You
may also wish to include a statement expressing gl@etronics (inc
cell phones) policy. As of this writing, HCC has common policy
regarding this. For example, at HCC-NW, the ddfpalicy is that
devices are to be turned off completely (reinforbgdigns in all
classrooms), although instructors may set morefgrpolicies at the
discretion, sometimes for classroom activities atertaking. Consult
your chair for local college or departmental policy

CORE CURRICULUM: (The Vice Chancellor of Instruction’s
office requested that all syllabi include a statetreout core
curriculum and exemplary educational objectivese Tollowing is

one example of this:pocial Sciences comprise at least 15 semester
hours of each student’s core curriculum. Essetuitthe learning
process in the social sciences disciplines areast ksix basi
intellectual competencies. These include:

--READING at the college level, meaning having the ability to
analyze and interpret a variety of printed materalbooks, articles,
and documents.

--WRITING at the college level, meaning having the ability to
produce clear, correct, and coherent prose, adajot@dirpose
occasion, and audience. This includes not onlyngrar, spelling,
and punctuation, but the writing process itself.

--SPEAKING effectively, meaning oral communication in clear,
coherent, and persuasive language appropriaterpoge, occasion,
and audienc
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--LISTENING at the college level, meaning the ability to amalgn(
interpret various forms of spoken communication.

--CRITICAL THINKING , embracing methods for applying both
gualitative and quantitative skills analyticallydacreatively to the
subject matter in order to evaluate arguments gspteblems, and
construct alternative strategies.

--COMPUTER LITERACY, meaning having the ability to use
computer-based technology in communicating, solpraplems, and
acquiring information. Students should also be ablevaluate the
limits, problems, and possibilities associated i use of present
and future technologies.

The following are HCCS's statexkemplary educational objectives
for its social sciences core.

--To employ the appropriate methods, technologed,data that
social and behavioral scientists use to investitfedhuman
condition.

--To examine social institutions and processessacaarange of
historical periods, social structures, and cultures

--To use and critique alternative explanatory syster theories.

--To develop and communicate alternative explanatar solutions
for contemporary social issues.

--To analyze the effects of historical, social,ippcdhl, economic,
cultural, and global forces on the subject of study

--To comprehend the origins and evolution of th&.lAnd Texas
political systems, with a focus on the growth olifpzal institutions,
the constitutions of the U.S. and Texas, federalswil liberties, and
human right:
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--To understand the evolution and current rolehef.S. in the
world.

--To differentiate and analyze historical evide(@decumentary and
statistical) and differing points of view.

--To recognize and apply reasonable criteria ferabceptability of
historical evidence and social research.

--To analyze, critically assess, and develop creathations to publi
policy problems

--To recognize and assume one’s responsibility @szen in a
democratic society by learning to think for oneskif engaging in
public discourse, and by obtaining information tigb the new:
media and other appropriate information sourcesigpolitics and
public policy

--To identify and understand differences and comaita@s with
diverse cultures.

COURSE CALENDAR: Your calendar should tell the students
when and what to read and study. Rememberathappropriate
textbook chaptersmust be assigned. If possible, give your students
daily (at least weekly) reading assignments, sgtadents tend to put
off assignments when they are assigned for a winateat a time. Of
course, daily (per class) reading assignmentssaengal if you

intend to use pop quizzes over the assigned reading

Tests, holidays, the withdrawal deadline, and assent due dates
should also be on the calendar. The more younpybur calendar,
the less reliant you will be on verbal or on-boanthouncements,
which can lead to misunderstandings.

The Final Exammust be scheduled for the day and time dictated by
HCCS in the semes’s class schedule. (The time may vary by tf
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minutes from the normal meeting time, so it's adja®ea to note the
actual time on your syllabus.) It may be comprahenor over the
last unit alone. Alternatively, it may be compresiee with a special
emphasis on the last (untested) unit.

OTHER INFORMATION: You may also wish to list and desct
student clubs, tutoring, labs, web resources, stuskervices, WebC
or other Internet teaching platforms informatiomapiplicable, etc.

Discipline/Departmental Standards

Academic standards are important to the Governieaipline of
Houston Community College. The discipline streseesmportance
of providing solid, college-lel courses for our students. We also
believe that we owe it to our students to preplaeetto be informed
citizens and participants in the political process.

Today, it is more important than ever that we neamhigh standards
in our classes. As tuition increases at the foarymiversities, more
and more of our students are on a traditional anad&ack, taking
courses from us in anticipation of later transfegrcredits to a senior
university. We have an obligation to prepare tlstadents to take
upper-level courses. Moreover, all of our studemist pass
competency tests before they can graduate or move wpper-level
work. Our students' future academic advancemewetisas our
reputation as an institution of higher learning ndapend upon the
guality of work we demand in our courses.

Defining Standards

What standard is appropriate for a sophomore lesige course?
Although precise definitions must be left to thdgment of individue
instructors, the Government Discipline believesdhis an overal
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frame of reference in which we can all work. In gexl, an
appropriate college standard requires studentsagigna substantial
proportion (at least 70 percent) of the course radtas set forth ii
the course curriculum guide, the course goals &pecoves, and the
textbooks. To receive a grade of A, students shoadter at least 90
percent of the materic

It is easier to say what falls short of an appatercollege standard
than to say precisely what one is. Exams that redtile knowledge
and/or reward poor performance hardly meet thedstiah For
example, one semester a government instructor géwal exam
consisting entirely of questions asked on earéstst The maximum
possible score on the test was 125 plus a podsibleonus points fc
class participation. To make an A, a student neadeav score of
only 90. Consequently, a student who receiveceallionus points
could afford to miss 45 out of 125 possible tesh{zoand still make
an A on the final. So much for academic standdt@shardly any
wonder that almost all of this instructor's studemtade A's and B's in
the course.

A class that fails to cover the curriculum alsdsf@elow an
acceptable standard. Survey courses must survdiettieOtherwise
our students won't be prepared for more advancel.wo

Maintaining/Upgrading Standards

Instructors can take concrete steps to maintaimag@yacademic
standards in their courses by evaluating theircpasiin testing,
grading, extra credit awards, and writing requirateeWe should te
on the full spectrum of material covered in thessland the assigned
readings. Questions should vary in difficulty frelementary to
sophisticated. Unless a test is unusually diffi¢détermined
beforehand on the basis of some objective critatizer than after the
fact on the basis of student performance), we shgrdde on the
standard grading scal
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Extra credit/bonus awards should be reasonablelamald reflect
academic achievement. Quantity should not substfartquality.
Students who are not passing tests should notledé@pass the class
with extra credit. Extra credit should be a smatiount which helps
students push themselves up just a little bit ihtonext grading
category. Allowing students to resubmit poor woray be
acceptable if it results in better work. Two D pepdowever, should
not be the equivalent of one C paper.

Few instructors would try to justify extra credirimere attendance,
but extra credit for class participation that issased automatically or
almost automatically to nearly everyone in the£laso better. |If
you give credit for participation, having an orgaed, objective plan
for evaluating student performance is crucial. nkithrough your
plar—will students who are shy or culturally predispb$award
passivity get ['s and F's?

It is also important that students be requiredamadnstrate reasona
competence in their written work. Competence inetidoth the
content and form of the writing. Some instructiaise the position
that they should grade students on content raltiaer fiorm, reasoning
that they are not English instructors. Howevergdshis must learn to
communicate ideas clearly and effectively. Any stutdvho claims t
understand the material but is unable to expresg&ribwledge on
paper doesn't really know the material. Consequewtiitten
assignments should be graded at least in parteoquhlity of the
writing.

Avoid doing the work of the course for the studer@ving the
students outlines of your notes or of the chaptdls students that
they don’t have to do the work themselves. Noteataks an
important skill—it teaches students to prioritinéormation and see
connections in what they write down.

Cushioning the Blow
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Unfortunately, many of our students may not be areg to measure
up to college work. How can we implement highendtads without
dramatically increasing failure/dropout rates? éHare a few
suggestions.

First, identify students who lack basic skills arttourage them to
take developmental courses before they tackle esuhat require
fairly good reading and writing skills. One insttoichas students
complete a short written assignment the first daslass and then
encourages those who are deficient to take devedaahEnglish
courses such as English 0300. This is an area wweereeed to work
closely with counselors.

Second, prepare your students psychologically tk\aad to achiewv:
The instructor that predicts on the first day afssl that 20 percent of
the students will fail and another 40 percent ditp out is
programming students for failure. Instead, tellystwdents that yo
expect them to work and to achieve, but that yduheip them to
succeed. Let them know that you will help them. Bg® you assign
a term paper. Tell them you expect a good pape¢rmlsa tell them
that you will spend some time explaining how toagp@ut preparing
the paper.

Finally, go the extra mile to teach your studermt® o take notes,
how to study, how to write essay exams - in genéak to succeed
at college by really trying. For example, one iastor gives her
students a handout on taking notes. Other instrsicbake
presentations on writing essay exe

Conclusion: The Good Guy/Bay Guy Syndrome

Are high standards anti-student? No one enjoygasg) low grades
to students. The truth is, of course, that highddads are prestudent
Social promotions, watered-down courses, and grdtigion benefit
no one- not the educational system, not the students, ahdatiety.
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Moreover, serious students admire and respect ddingamstructors
far more than a teacher they consider a soft tdactne final
analysis, then, the real good guys are instruetbis are tough but
fair. When we demand high standards from our stisgievhen we
guide, them to achieve those goals, and when wekthem
accountable for their successes and failures, weawing their long-
term interests as well as those of the collegesaadety. After all,
isn't that the goal of the community college?

Testing and Grading

Here are some tips on how you can maintain acadetaicdarc
without alienating your students.

8Test on written materials in the textbooks andealdeadings |
addition to classroom material. Otherwise, stusi@at wise ar
quit reading outside of class. When this happé¢nsy aren
exposed to a sufficient amount of information tosiea thi
subject satisfactorily.

8ldentify what you think is important for your sermis to know
Do this for their reading as well as ctess material. This can
accomplished in many different ways: outlines, tapetition o
important points, quizzes, comprehensive study egjictc. B
careful that you are not crossing the line and glaive students’
work for them (ie. giving outlines and notes ovéragters c
lectures).

8Test students on the material that yookts important. The
ability to memorize minutia is not a skilat we want to stress.
Instead, ask students to explain the bamicepts that you have

identified as significant. Students candhacomplain abou
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tests that focus on material that you harewiously stressed as
being very salient (through the use ofiaat, the repetition of
important points, quizzes, comprehensiudysguides, etc.).
8Ask questions that require students to go beyotal r
memorization. For example, “Suppose yavehbeen hired to

manage Joe Brown’s 2008 republican prasialecampaign.
How

would you change your candidate’s messagee moves from
campaigning in primary states to campaignin caucus states?”
8Don't use true/false questions on major examsSince studen

get half right just by guessing, these are not gdoc
distinguishing performance.

8Don't use questions from the instructor's manuaithoul
thinking about them first. Not every question mhly your
teaching style.

8Don't be a critical parent. Praise students @mdyperformanc
and give suggestions on good study techniquesdont scols
students for being lazy. What good does it do?

8Throw out test questions that in retrospect seaniear. Te:
knowledge, not how well students can decipher quesitent.

8Don't curve grades unless you think a test is flawck Ever
then, | think it is better to discard poor quessidhan to curv
everything. In general, grade curving is grad&atrdn.

8Give students useful feedback on tests. Examsleaning
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tools. Use them to teach by showing students nigt what the
did wrong, but how they can improve. On essay tp@Es an
papers, clearly explain the basis of a grade.s lalso good |
identify both strengths and weaknesses in a paper.

8Don't write sarcastic comments on tests. You ad
anonymously reviewing someone's research for ardemci
journal.

8Nonetheless, be direct. If a paper is poorly oizgd, say "thi
paper is poorly organized." Then, elaborate orn Htatemen
showing how it could have been done more clearly.

8Structure essay questions to make grading mowmroug an
more objective. Consider the following question:

The case of McCullocta. Marylandis the most important judicial decision dealingtwihe
federal system. Write an essay on the case stadctas follows

a) trace the historical background of the cagg;pts.)
b) outline the constitutional issues raised by tase; (2 pts)
c) explain the Supreme Court's ruling in thee;d8 pts) and

d) discuss the importance of the ruling for pginaking and the federal syst
(3pts.)

The question clearly tells the student whati expect ar
identifies

the values you assign to each aspect okefisay. When yq
grade

the essay, you can credit the student pothts insofar as each

section of the answer is well done. Thianmer of ess:
guestion

writing also makes grading easier for yad eeduces stude
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complaints.

8Vary the difficulty of test questions from the rmdssic to th
relatively sophisticated. An Atudent is not a student who kn¢
90 percent of basic, elementary ideas, but rathervaho can ¢
beyond the basics to a reasonably sophisticatedrstahding ¢
the material.

8Don't be defensive if students question grades articular te:
guestion. Listen to their point of view, and thdm what is fair
Be professional and you can prevent disputes framoiming
personal.

S8Emphasize that you want students to succeed add teell ir
the sense that you want them to learn. Keep indntim
education is not an adversarial process. Insteadare workin
with our students to help them master material @ndearn t
think.

Critical Thinking

Students in Government courses at Houston CommQaligge
are expected to do more than simply memorize tautisfigures abot
the world of politics, and our instructors are comtea helping our
students do just that. Facts are useful and nagegone is to be
politically literate, but students must be abl@pply the concepi
they learn to concrete situations. ldeally theylddoe able to
explain and evaluate relationships among politcabrs, events and
ideas. In short, in addition to exposing studémtfaicts and concepts
about politics, part of our mission is to teachdstuts to think.

In order to get students to think beyond simple m@ration,
instructors must ask them questions that requoaght while they
are in the classroom, completing written assignsiantl exams. Tt
following is a guide useful for developing criti-thinking question:
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while teaching:

KNOWLEDGE—Requires students to identify and rea#ibrmation
Who, what, when, where, how? Describe.

COMPREHENSION—Organization and selection of factd mleas
Retell in your own words.

APPLICATION—Use of facts, rules, and principles

How is an example of ?
How is related to ?
Why is significant?

ANALY SIS—Separation of a whole into component parts

What are the parts or features of ?
Classify according to ?

How does compare/contrast with ?
What evidence can you list for ?

SYNTHESIS—Combination of ideas to form a new whole

What would you predict/infer from ?
What ideas can you add to ?

How would you create/design a new ?
What might happen if you combined ?

What solutions would you suggest for

file://H:\Program Files\CoffeeCup Software\Workintih31E.htm 6/30/200:¢



Page2€ of 86

EVALUATION—Development of opinions, judgments, cgalsions

Do you agree ?

What do you think about ?

What is the most important ?

How would you decide about ?

What criteria would you use to assess ?

Again, to ensure that students have the opportimitievelop critical-
thinking skills instructors must be sure to asksthg/pes of questions
not only in class but on exams and in assignmentgedl. Asking
these types of questions only in class but nokanes or assignments
will result in students focusing only on memorinati Equally
ineffective, and perhaps unfair, would be to asklshts to answer
these types of questions on exams or in other gragek without
having first practiced the skills they require agriclassroom
meetings.

The following are two websites with additional infmation related to
teaching critical thinking:

http://www.criticalthinking.org/

http://www?2.sjsu.edu/depts/itl/graphics/main.htmi

Service Learning in

HCCS Government Courses
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Service Learning in Political Science

Source: The American Political Science
Associatior

The development of service learning programs i®iv&cg more
common in today's classroom. By actively partidip@in service
experiences that are directly related to politszaénce courses,
students are applying the political knowledge dillissthey gain in
the classroom and learning first hand the imporgasfaivic
engagement. This site has been developed to haifiyfaand
administrators better understand the role sereaming can play in
university setting.

Resources

e Toolkit for Service Learning in Political Science

e Articles and Books
¢ Frequently Asked Questions

e Funding and Awards

¢ Service Learning Programs in Colleges and Univiessit

o Political Scientists Active in Service Learning
¢ Organizations and Online Resources

APSA's initiatives on service learning were supgadyin part, by a
grant from Campus Compact with funding from The R&varitable
Trusts.

APSA'’s online resources are available at:
http://www.apsanet.org/section_246.cfm

Frequently Asked Questions

1. What is "service learning"?
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Service-learning is a partnership between acadensttutions and
communities. In contrast to traditional course-bageojects that
primarily use the community to exemplify a classiqwinciple, this
reciprocal agreement allows communities to iderttiy needs that
the student will fulfill. Instructors then structuthe classroom
materials around this service experience.

Reflection upon the service project is key to tfa@asfer of practica
experience to classroom learning. Reflection, fedtéd by the
classroom instructor, distinguishes service-leagiirom other
hands-on initiatives such as volunteering or ingips in which a
systematic analysis and application of the serexygerience may not
occur. Through this practice-to-theory format, seevlearning
engages students with hands-on learning technithegsare then
supported with classroom theory.

In its departure from the traditional lecture fortsahat characteriz
today's "academic culture," service-learning ofteaets resistance.
Consequently, it is important that institutions pagd and recognize
instructors who accept the challenge of integratingir classrooms
into service initiatives.

Digested from Edward Zlotkowski's "Pedagogy anddfygnent"” in
Robert G. Bringle, et. aColleges and Universities as Citizens
Boston: Allyn and Bacon, 1999, p. 96-120.

Because service-learning is associated with prolga@istrong sense
civic responsibility and efficacy, it is especiafglevant for Political
Science. By actively participating in service expeces that are
directly related to their political science cours&sidents are applyir
the political knowledge and skills they gain in tlassroom and
learning first hand the importance of civic engagam

2. How does service-learning differ from traditiond community
service projects or internships?
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Devoted to connecting academic learning to realohvegrvice
experience, service-learning moves beyond traditigalunteer or
internship initiatives. While volunteer projectopide a necessary
and worthwhile community service, they typicallyesffew
structured opportunities to reflect upon and draadgmic
conclusions from service work. On the other handugh internships
provide a strong academic framework, serving thmroanity is
rarely their priority. Service-learning addresdesse deficiencies by
combining the service of volunteerism with the aad focus of
internships to create an experience both enricimmg service
application and edifying in its scholarly reflegtio

The September 2000 issue of PS: Political SciendePalitics
features a symposium on service learning in palitscience. This
collection of essays addresses current researblowrservice
learning affects civic outcomes, effects of comnyeervice and
service learning on political attitudes, how thaaept of "public
work" can enrich the service learning experienddaaulty and
students, and engaging students the study of gwhind power
through service.

There is considerable literature on "service leayhversus
"community service" or "traditional internshipst'ylou would like to
learn more about this, cons@dkperiencing Citizenship: Concepts
Models for Service Learning in Political Scie by Richard M.
Battistoni and William E. HUdSOﬂ\rﬁerican Association of Higher Education
1997, ISBN 1-56377-007-5, ) aldlucation for Civic Engagement in
Democracy: Service Learning and Other Promisingd8ices edited
by Sheilah Mann and John J. Patrick (Eric Clearnge for Social
Studies/Social Science Education, 2000, ISBN 0-89150-5).

3. What is the benefit of service learning in polital science?

There is evidence that service learning increasgesits' enthusiasm
for course materials, efficacy, and sense of s@ridlcivic
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responsibility. Service learning is also associatet academic
retention and with greater student confidence ennttaterial they hay
learned. APSA has collected sevesalurcethat provide detailed and
varied assessments of the impact of service legurnin

4. How do you organize a service learning course?

There are many effective ways to organize a setegaing course.
View sample syllabifrom political science faculty who are actively
conducting service learning courses on their caegubhis collectio
of syllabi represent several methods of structusiyice learning
courses. There are also exempl;a)nycal science service learning progra@$
colleges, universities and community colleges tghmut the country
In additiOn,nationaI service learning organizatioﬁlsffel' resources which will help
you organize a service learning course.

The American Association for Higher Education amel National
Society for Experiential Education maintain a 6§tnstitutions which are
models of good practice in service learning

The carolina center for Public servi@nd its APPLES Service Learning
Program (Assisting People in Planning Learning Eenees in
Service) is a good example of how to organize aicetearning
program and offers ideas on how to seek supportésting anc
sustaining a program. While this is a universityl@vprogram and
enjoys extensive community support, you may be ebapply the
same themes and procedures within your department.

Sample of Service Learning Syllabus Statement

The service learning objectives of tbeurse are:

(1) to promote an understanding of the interdisecgrly nature
of the study of American Government and commuretyise,

including the influence of social, cultural, patdi, economic
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and religious factors in community life;

(2) to develop an awareness and responsibility emmeg the
common good and just relationships in the largerety;

(3) to explore the links between citizen educatad service
learning, including an examination of what doesvee" mean,
should people do service, why do people serveydrat is the
relationship of service and the educational prgcess

(4) to introduce the key ideas, concepts, and tisethregt undergird
the Public Policy and Community Service major; and

(5) to strengthen students' analytical, writteml,cand
leadership skills.

Service Learning Partner Sites

These and other HCCS Service Learning online regsuaire
available at:

http://www.hccs.edu/system/Instructional_Serviosd/sming/serLrning.html

Encouraging Student Writing*

Writing matters. Effective use of writing assignrtsehelps studen
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to learn the course materials, promote analytluaking, and develo
communication skills. Through writing assignmestsidents
interested in political science learn to be quatitie (use research
statistics) as well as qualitative (use of obseowa), and an
appreciation for the work of authorities in theailidine. Thus,
students can relate writing assignments to the wwakpolitical
scientists do and be prepared for the demandsias=tavith
studying in the field.Please note the Government Department
requires that 25% of the course grade comes frortiemrwork.

Many students come to college with limited writiexperiences.
There is some familiarity with the mechanics oftiwag, but often
students are unprepared to do writing assignmestsceated
specifically with the social sciences. Professousie committed to
assisting students encountering these new cognésles. Professors
must make certain that students understand thegsofs’ purposes
and expectations and then show students how tbguat sheir tasks.
Below are some suggestions for designing writirgiggmnents that
will motivate students.

1. Write clear and precise essay questions.

2. Provide clear guidelines explaining your expectagitor
research papers. Teach students about researehtoho
integrate primary or secondary material, cite sesyrand
evaluate the credibility of what they read. Idgntlie
particular style that you want students to user@pgaring
their research papers.

3. Prepare an actual written assignment in which yee glear,
precise details of what you want rather than vediraictions
or a few lines scribbled on the chalkboe
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4. Take steps to prevent plagiarism. Define plagiacsearly
and thoroughly in your syllabus. Write assignmehés are
original, current and specific so that studentshocarfind
exact information to copy. Consider having studgmepare
in advance but do the actual writing in class.

5. The best assignments are those in which students
conceptualize something of interest to them. EXplic
linking an assignment to the goals of the courdeh&ip
students see its value. You must confirm thatssigament
Is a way of learning the material, not just busykvo

6. Familiarize students with research tools in thea®@riences
Today students use the Internet for much of thesearch, bi
professors must teach them how to access usedalibbe
sources.

7. Help student organize the information for theingisshents.
Discuss strategies for revising, editing, and preading
drafts of their papers.

8. Provide opportunities for students to ask questtbrsughou
the duration of an assignment. Allow five minutes f
guestions at the beginning of class, or time fa&-on-one
consultations during office hours, or e-mail resgEmto
electronically submitted questions.

9. As you schedule due dates, consider the real-voortexts
in which students live. The best writing assignnant fall
through if due the same day as a major exam odsiée
over times when the library is closed.

10. HCC has many non-native speakers of Englishy
face

some unique challenges when writing ingbeial
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sciences. Professors also have unique gmrabivhen
reading, commenting on and grading thereps.
Counselors can acquaint students with tloessary
resources available to help them.
11. Students with documented disabilities face @egdent
special challenges. ADA counselors can assibt
providing help to these students.

12. Constructive feedback guides and motivatesesiisdo
do

more effective writing and learning about tdoairse
topics.

Developing a grading grid and making thatilawée with
the assignment can help students write marcpently.

It follows from these suggestions that writing as@ can help to
improve the student’s learning experience. Protsssberefore, need
to pay greater attention to the role of writinghe discipline and take
concrete steps to make writing assignments anriategrt of their
course requirements.

* This essay is based on information taken fronessay by Neal
Tannahill andNriting Across the Curriculum

Using Technology
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Introduction:

In recent years we have seen a revolution in tee @ath which
technology can be included in pedagogy. Innovatinakside,
effective and widespread Internet capabilities,itis¢éallation of
wireless systems on most campuses, and the advantefiDVD
technology to allow instructors to create their ovigieo collections.

It is easy to become enamored with these new téctical
capabilities but it is essential to remember thaytcan never replace
effective teaching as the number one tool for fiatihg student
successlf used properly, they can make that task easienbance it
effectiveness but if that basis is not there tetdmocan easily
become a monumental waste of valuable classroom #ior
instance, merely running a video in class doesmand of itself
constitute teaching. Using short video clips aasidfor subsequent
discussion, on the other hand, can be a very eféettol for bringing
the relevancy of a subject home to the studentsamdilating them
in a way that lecture often misses.

We can break down the effectiveness of technolodpaecements
into three basic areas and evaluate the appropesdeof a particular
technology in meeting that need. Those areas mm@o(particular
order): 1) Classroom presentation, 2) Classroonstieg, and 3)
Additional learning opportunities. Using theseaid, let’s look at
various technological enhancements.

Be aware that not all campuses have the same témijinal
infrastructure as of Fall2006. Also, don’t assurhattoff-campus
locations such as high schools where Dual Credirses are taught
will have any technology unless you pack it in gelir

Technologies:

1. Interne
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a. Classroom presentation — The chief advantage dhtieenet
as a part of classroom lecture is the ability ®spnt “live”
information. Examples include:

i. Breaking news — There are any number of “news
aggregators” that present news in a live fashiare O
method is to set up a Yahoo, Netscape, or otheicger
that offers RSS (really simple syndication) feedsf the
major newspapers and wire services. This way bngaki
news stories that are relevant to the class camdsznte
as a point of discussion for that lecture. Theselhma
loaded prior to class if your classroom does noviole
Internet access.

i. Informational sites +or some lectures there are excel
public resources available on the Internet. Onenga
would bewww.opensecrets.orgvhich tracks campaign
contributions. This site can used to demonstrade th
effects of campaign reform legislation as welllses t
incumbency advantage when it comes to raising money
It can be searched by legislator or candidate name
(Federal government only) and can be a very effecti
visual teaching tool. Other sites offer similar
opportunities. Internet access in the classroome(ess
or otherwise) is required to be able to do this.

ii. Learning Objects — Learning Objects are appletsi(mi
applications) that simulate some aspect of theestibj
being taught. The best repository for themvig meriot.org
Right now the political science offerings are fairmited
but new ones are being added every day and sbkelg
their collection in this area will improve. Sometbése
are downloadable so can be run without classroom
Internet access.

b. Classroom logistics Having a class website on The Learr
Web can greatly enhance communications with stgdent

i. Handouts, syllabi, and supplemental readings ddve:
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posted on this site and allow 7/24 access to stader
eliminates the problem of students losing handdags.
aware of the copyright restrictions on posting aagiyec
material on your site. The FAIR USE portion, asotv,
requires that students only have access to theialatea
given semester and that only portions of copyrighte
items be posted (same basic deal as Xeroxing rakskeri
(A good primer on copyright law is at
http://v\ANw.utsystem.edu/oqc/intellectualpropertytbrdx.htm.) It iS
recommended that some sort of password-protecgon b
added for copyrighted readings — either using WebCT
a separate page.
i. A Learning Web page can also be used for classroom
announcements and assignments
c. Additional Learning Opportunities — Many departnseoftfer
research pages that provide links for studentsiisgek
additional information for the purposes of resegrapers or

just plain curiosity. The Northwest College site is
http://nwc.hccs.edu/govt/resources/research.html

2. Hybrid Courses and DE Courses

a. The use of WebCT or other technologies can proaidseful
addendum to an in-person course. This is calleghait
course where are a portion of instruction can beedmline.
Many of the features discussed in point 1 abovebean
incorporated into a WebCT course with the assigtaricgour
local Curriculum Innovation Center (CIC).

b. Classroom Logistics — Online testing for both Hgbaind DE
courses is available via WebCT. Be aware that thblpms
of cheating and plagiarism are a particular congdran
using this feature and assignments should be cmtstr
accordingly. When used properly, however, onlirsting car
free up valuable classroom time for lecture an@oth
activities.

c. Distance Education is a fully online course wittidior no
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classroom interaction. WebCT is generally used glatform
for this medium.

3. “Clickers” — One of the latest innovations to eneeng the
classroom environment is the use of interactiveekelrs.” These
remotes allow real time feedback from the studemtgauge
comprehension and take surveys of classroom opinion

a. Classroom Presentation — “Clickers” can add a nement
and make the students feel like they are realqfdhte
presentation through the use of interactive surveys

b. Classroom Logistics — Instant feedback on compraiban
can let the instructor know what is working and tiganot in
his or her presentation of the material

c. Additional Learning Opportunities — It is conceilalthat
clickers could be used to develop interactive @ty in clas:
although that aspect of their use has been relgtive
unexplored as of right now.

4. DVD technology —It is important to remember thatD38/should
be used to enhance lecture and discussion and rrosabstitute
for lecture and discussion.

a. Classroom Presentation

i. Short clips such as campaign ads, scenes fromamev
films, or news items can often be used to enhdmee t
presentation of lecture by illustrating in a visualy the
application of a particular point. Sources for thggleos
include the Internet Archivetwp:/www.archive.org@s well as
textbook publishers, many of whom have recentlyteth
assembling DVDs of clips. Many of these clips can b
compiled, edited, and burned into custom colle&ion
using CIC or library resources. Be sure to cheek th
relevant copyright restrictions before doing tiifee
http://v\ANw.utsystem.edu/oqc/intellectualpropertytbrdx.htm.)

i. DVDs offer significant advantages over videotapéhim
classroom environment. It's easy to use partsufdo
films since DVDs do’'t have to be rewound for eve
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class. Using many computer applications, bookmealks
be made to immediately go to any part of a film.

ii. DVDs often offer supplements that can be used in a
lecture setting.

b. Classroom Logistics — Since many different filnpslican be
stored on one DVD disc, this significantly reduties
materials the instructor needs to bring to class.

5. Presentation SoftwareRresentation software can be a useful
in integrating lecture materials but instructorsidd always be
aware that there is a potential when using thikttooastly
oversimplify issues. Also, instructors find thatdgnts focus
solely on the visual presentation of the slidestaine out the
instructor’s lecture over the material. Often, ithi@rmation on
the slides is the only things students write downlass notes.
Consider using the slides for the audiovisual el@séharts,
graphs, film clips) that enhance the instructoecire.

a. Classroom Presentation — Programs such as Powed?oin
Keynote can add and integrate audiovisual elemetdsa
seamless presentation and, as such, may improdergtu
attentiveness unless overused

b. Classroom Logistics — PowerPoint and Keynote p®wad
more dynamic and effective presentation than ficuhl
overheads and, as such, provide an attractiveaepient for
that technology. Since items are stored on diss,ntuch
easier to keep up with them than a stack of ovelthea

Technology can bring spice and relevancy to mangatissions
about government. At the same time, care must alsvhg taken so
that the technology does not overshadow the matehat should
still come from traditional sources such as booksdainstructor
presentation

Effective Classroom Management

Behavior problems are relatively rare in colleggsstooms, bt
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when they do arise the learning environment caseb@usly
compromised. There is no single, best approacheta@tiaog a positive
learning environment in the classroom becausetiiessof professol
vary greatly. There are numerous possible causdsfption.
College policy offers some remedy for difficultusations. However,
preventing formal adjudication of conflicts is uBugossible.

Problems That Might Arise

One benefit of teaching at the college level is thsruptive
behavior is relatively rare compared to the prolsenat K-12
teachers face daily. Most students understandhegtmay be
expelled from classes and from the school much reasdy than was
the case in high school. Moreover, the typicalemdl student is more
motivated to learn that what might be the casewvel grades. With
well-considered classroom management techniquest, pnoblems
can be prevented. However, not all students haga becialized into
the norms of college culture. Many community colejudents are
the first in their family to attend college. Mamearery young, have
poorly developed strategies for coping with strassl are less the
serious about their studies. Less frequently, wg emzounter
students with serious psychological problems. Besanvolving
psychological problems, it is important to involaur collegrs
disability support office since the support persarirave experience
dealing with students with psychological challengkss impossible
to always predict what behavior problems we wiNd&#o deal with,
but the following list suggests some likely ones:

arriving late and leaving early

sleeping, "spacing out," or listening to music lass
side talking during lecture

monopolizing discussions

aggressively challenging the instructor

making sexist, racist, or other uncivil commit
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. cheating, collusion, and plagiarism
. threatening language or violent behavior

Prevention

The best prevention is clear communication of etqiems.
Students will learn that expectations are not idahfrom class to
class. Some professors will be offended by behavlmat are toleratt
by other professors. One way to communicate expengais with a
syllabus statement of the code of conduct thatpeeted. The
syllabus statement should respect the dignity hadivil rights of th
adult student, and should comply with HCC poliddn example of

such a statement i$Adult behavior is expected. Disruptive
behavior/activities that interfere with teachingddar learning will
not be tolerated, and may result in an administrativithdrawal
without refund.”

Beyond these limitations, however, it is reasonabl@clude a
detailed description of appropriate and inapprdpere@nduct.
Addressing students with courtesy and respectgeilh long way
toward preventing disruptive behavior. Most studemill be able to
conform to rules, even if they do not agree wittnth if the tone and
tenor of the professor are civil and respectfustéming patiently to
complaints is crucial. Most students with complaiwiant most of all
to feel they have been heard, even if the resaiuianot to their
liking. It is helpful to be on the lookout for sigof discomfort with
the classroom environment so that potential traibén be handled
before they manifest as open conflict. If penalaee associated with
particular behaviors, these should be in accordamitecollege
policy and should be spelled out clearly in writ

Remedies

Usually, it is not a good idea to address the biehaf individual
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students by calling them down publicly. Avoid cimgdior arguing
with the student or debating the student's behanitre presence of
the other studenté private conversation is enough in most cases to
get a student on track. If the situation is pafdy uncomfortable fo
the professor -- such as addressing sexually stiggd®havior or
dealing with a student who is physically intimichafi-- a private e-
mail (so that there is a written record) or meetiith a third party
present (i.e. counselor, other faculty member) b@ahe bes
alternative. It is very important to apply penatmonsistently. For
example, if the syllabus states that cheating tesulfailure, there
should be no backing down from this rule.

When problems persist after one or more privateraamcations,
you may wish to enlist the help of student serviemed request that t
student visits a counselor. Department chairs shalslo be consulted
so that they will be aware of the problem and sd they can also
offer assistance.

A few cautionary notes are warranted hew hay remove a
persorfor the duration of that particular lecture if you have first
asked/warned/pleaded with them to change theiupliste behavior
to no avail (they can return the next day). If sfiedent does not obey
your request that they leave the classroom, youldiremain calm
and summon security. You may remove a studenhfoday if they
are disrupting the class, howevgou don't have the direct
authority to permanently remove a student—at least not without
"due process." In this casedue procesgrimarily means
documenting the behavior and giving the studerfitaance to respond
to your observations. When writing a complaint aldbe student’s
behavior, stick tmbservable facts Depersonalize--refer to the
student's behavior, not the student. Explain vileyltehavior is
interfering with"effective classroom management'or the
"effective learning process." Do not use exclamation marks or all-
capitals-words, do not draw conclusions about inderfiuture
possibilities, and don't speculate about what ympect but have r
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evidence. Do include documentary data such astaates/etc.
When writing, consider that what you write mightus®d one day as
evidence in a civil case, so make it clear thatryoterest is
teaching/learning effectiveness, fairness, eqetty.,--and not your
opinion, comfort level, or personal styla consultation with the
department chair, it might be decided to refer stiisl to the Dean of
Student Development for formal adjudication. A ead conduct
with disciplinary procedures are described in tii&HStudent

Handbook chapter titled "Student Life" (which canread online at
http://www.hccs.edu/students/handbook/HandbookHohtetd).

If a situation grows threatening or violent, do hesitate to call th
campus police. Dispatch is available 24 hours pgray calling (713
718-8888. Of course, dialing 911 is always an optio

Resources

For more tips about classroom management, thexwitpInternet
resources are recommended:

. Manatee Community College Resource Page
http://www.mccfl.edu/pages/1389.asp

. Arizona State University Center for Learning ancding
EXCe||enC81ttp://clte.asu.edu/teachingresources/teaching/

. University of Michigan Center for Research on Teagland
Learning http://www.crlt.umich.edu/tstrategies/Incivility it

Hints for Productive Discussions
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Class discussions are helpful teaching and leatoiolg. The
best discussions are those that require studeptepare answers
to specific questions. Giving study topics or dues to student
in advance will give them an opportunity to studgues and to
prepare thoughtful comments. Class discussiormbttemwork
badly when instructors simply say, “Read Chaptemnd be
prepared to discuss it.”

Discussions over video/DVD material will impmif you provide

the students with a list of points to considenile they ar
watching

the film.

Current events discussions are also helpful whey déine used
correctly. Don’'t assume that your students hawnlellowing
the news because they probably haven't. Give thempecific
current events assignment. Be careful: Studesrtsepre current
events discussions that are not tied into the culum to be a
waste of time (and they are right).

When using discussions as teaching tools, limisqeal stories
unless they tie directly into course materialydii talk about
your weekend activities, etc., the students witisider it a waste
of time. Likewise, be cautious about expressingqeal politica
views too much. Students literally think you vghade them
more harshly if you and they disagree politically.

Simulations, while requiring a great deal of prepan on th
part of the instructor, are popular with studefitsey also serve
connect the curriculum to the studentwvorld. In conductin
simulations, realize thatudents often fail to grasp the purpos
the group exercise. Be sure to debrief after aratse to ensu
students understand its learning g
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Finally, students generally dislike group projelctd/orkersanc
slackersend up sharing the same credit. On the other h&nck
group work projects are widely used in the “realridq well-
designed activities that anticipate student corscarae worth yot
effort.

Sample Assignments

Government 2301

1) U.S. is older than ever according to 2000 Census

http://www.iog.wayne.edu/transitions/articles/8.6.0.2.59PM.html

As you learn about the “graying of America” consider operative
definition of politics (“the process for determigimwho gets what,
when, and how”). You are expected to discuss yaur o
understanding of the policy implications of thispontant
demographic trend.

- How do you think the aging of American will impamiblic
policymaking?

- What policies will dominate the national politiGaienda in
the next ten years?

- What kinds of competition for policies do you argate in
the next ten years?

2) Textbook debate in Texas over sex education

http://www.msnbc.msn.com/id/5469437/

| would like you discuss your understanding of bextk
policymaking in Texas and how different forces shdpcisions the
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are made. There is plenty of controversy involvedax education
politics, so take a look at what different sides satying

- What do you think about the role of the State Bazrd
Education in textbook adoption decisions?

- Should the larger public play a role in formulatiegtbook
selection decisions?

o In your opinion, is abstinence only sex educatuffigent?

o Does the state government have a responsibilityféom
young people about birth control and safer sexooist?

3) Latino politicians gain clout in US

http://www.csmonitor.com/2005/0519/p01sGlispo.html

Let's discuss your own understanding of the reeksttions of
Latinos to public office in the United States.

- What factors account for the steady increase imtimbers
of Latino elected officials?

- How are Latino candidates perceived by other raidl
ethnic groups in the electorate?

- Do you agree or disagree thatlaraigosa's win (in the rece
Los Angeles mayoral election) is meaningful to Hisics
coast to coast as a political model to emulate?

4) Article Reviews

a) Young Voters and the 2004 Election

http://www.vanishingvoter.org/2004_Releases.shtml

b) Toward Constitutional Democracy around the World: An
American Perspective
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http://usinfo.state.gov/journals/itdhr/0304/ijdefsrd.htm

c) The Parties March Toward Extinction:? Whether theywin or
lose in 2004, the mainstream political parties musthange or die

http://www.msnbc.msn.com/id/5591533/

Overview of the Article Review Assignment

You will have an opportunity to read and reviewiportant article
describing changes in election participation in£200the American
Constitution. Please read the article carefullitasontents help
direct us in the study of political participatidng semester. You will
be responsible for writing a review of the artitdéowing the format
described below. You must write in your own words #ghough you
can share ideas with your classmates, you mustisybor own
individual work. There is a severe penalty for gsibn and/or
plagiarism

Article Review Format

Your article review will be organized into four paraphs andhust
include the following elements:

=\What general subject matter is discussed in the adle?
=\What point does author make in the article?
=\What have you learned from reading this article?

sHow does this knowledge relate to what you are leamng in
class?

To do this exercise welou must spend some time thinkiradpout

the material presented in the article. Your writmgst be clear and
precise You must write in your own words -do not use quotes an
do not paraphrase from the article.As a new political scientist, yc
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should write your first two paragraphs from an emcpi (value-free)
perspective. To do this well, you should set agméa own biases ar
opinions and relate the required material in a kxhoand thoughtful
paper. In the third and fourth paragraphs you shoelate your owi

learning from and opinions about the article (ndimeaperspective).

5) Political Ideology

We are studying the role of political culture iretbhaping of
American and Texas politics. One reflection of podil culture is the
extent of differing beliefs about the purpose avlé of government |
society. A deeply held system of beliefs aboutghgose and role of
government constitutespalitical ideology As you have learned,
Americans and Texans share some common “core Valiles
attachment to democracy, a strong preference fotatsm, and
ideals like freedom, equality, and justice), whin@rrows the extent
ideological variation in the population. But Amexs do have
ideological preferences. Have you ever wondered yar political
ideology might be? Have you ever assessed yourpmhical
beliefs? In this exercise, you will explore the mngant concept of
political ideology by takin¢The Political Compass Tesand writing
about your findings.

Go to:

http://www.politicalcompass.org/

Read the main page of the website and when dak,an “click
here to start.” You will be asked dozens of questithat attempt to
assess your personal political philosophy by gamgour views on
how you see the country and the world, your atatabout the
economy, your social values, how you see the wsdeiety, religion,
and sexual relations. Plan on spending severaltesranswering the
guestions. The more honest your answers, the ntotgate the
results
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ReadAbout The Political Compas: carefully. The discussion about
assessing both economic and social dimensionslidcpbbeliefs is
important. Be sure you understand the terms Lefih(aunism), Rigl
(neodiberalism), Authoritarian (fascism), and Libertami(anarchism
Look carefully at your “result.” Think about whatmeans. Then
scroll all the way to the bottom of the page tolse@ you compare
with other people in the world.

Next, click on theUS Election 2004and look at where John Kerry
and George Bush fall on the chart. Are you surgfise

| recognize that the questions are simplistic amal ypersonal politici
philosophy may vary from th*result” you get from the test. But do
take it and consider what your result means

You will write up a one page paper in which you lexpyour
personal political philosophy using the terms frohe Political
Compassand how you think you acquired it. What did you lefom
taking this test?

6) a)Federal/State Relations

American federal/state relations in recent yea® lieen strained by
issues like a terminally-ill patient’s right to di®regon’s Death with
Dignity Act) and the use of cannabis for treatiegtain medical
conditions (several states have legalized the tiseedical
marijuana”). | want you to explore the issue ofreans as medicine
in light of the concepts of federalism you are haag.

(It is very important that you do not get too erooélly attached
either in favor of or opposition to the use of cahis for medical
treatment. This exercise really is a means for tgoexplore how you
feel about the relative exercise of power by tleifal governmer
and the state governments in the United States.)

Step .
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Click on this link to access information about ffres and cons «
medical marijuana.

http://medicalmarijuanaprocon.org/

In the website you will find the most recent infation about the
June 6, 2005, United States Supreme Court ruliaghagstates that
had legalized the use of medical marijuana. Readtahe Court’s
decision and its use of the Interstate Commercagélas the basis of
its majority opinion. Then, from the homepage, Baown the
Medical marijuana Issues information until you tegal Issues
UnderLegal Issues click onGeneral Legal IssuesUnder

Questions click on and read the following:

- How many states have favorable medical marijuawa?a

- What are some of the pro/con arguments made bei&@e
courts about medical marijuana'’s legal status?

o Does a state’s medical marijuana laws put tha¢ stat
violation of federal drug law?

Of course, you are free to navigate the full wehydut remember, |
want you to focus on the relationship between #uefal and state
governments when writing your paper.

Step 2

Be sure you understand the constitutional and lagaiments on bo
sides of the medical marijuana debate. Then preparee page essay
in your own words in which yodefend either the rights of the people
of the states to pass and implement medicinal oearg laws or the
federal governme’s power over the states to enforce the federal ban
on marijuanal want you to work into your essay your understagdi

of the constitutional basis of federalism, as déscrin Tannahill’s
American Governme textbook (see especially pages 69 — 77). You
need to be clear in voice and use of words in ai@defend you
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position
6) b)Federal/State Relations

American federal-state relations in recent yeave leen strained by
issues like a terminally-ill patient’s right to di®regon’s Death with
Dignity Act) and the use of cannabis for treatiegtain medical
conditions (ten states have legalized the use efdioal marijuana”)l
want you to explore the issue of euthanasia (tji# to die) in light o
the concepts of federalism you are learning in Me@.

(It is very important that you do not get too emoélly attached
either in favor of or opposition to the right offiniduals with
terminal illnesses to die. This exercise reallga imeans for you to
explore how you feel about the relative exercisgosfer by the
federal government and the state governments itJtheed States

Step 1

Click on this link to access information about (eegon Death with
dignity Act and the federal government's effort®kock the state
from using it:

http://www.alternet.org/rights/31588/

Then go to a website developed by an organizakiahadvocates for
the Oregon law:

http://www.deathwithdignity.org/

o Scroll through the information provided in the wiébs
especially the coverage of stories under "News tgzdal'd
like you to read the following:

o "New Poll: 70% of Californians Support Assisted Dyl
o "Little Change in Oregon Physici-Aided Deaths.
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o "Link to Dignity Efforts in Other States"
- "Pew Findings: Strong Public Support for Right te'D

Of course, you are free to navigate the full welhydut remember, |
want you to focus on the relationship between #uefal and state
governments when writing your paper.

Step 2

Be sure you understand the constitutional and lagaiments on bo
sides of the euthanasia debate. Then prepare pag@eessay in your
own words in which youefend either the rights of the people of the
states to pass and implement euthanasia laws detheral
governmer's power over the states to ban euthanakwant you to
work into your essay your understanding of the tan®nal basis of
federalism, as described in Tannahikserican Government
textbook (see especially pages 69 — 77). You nebeé tlear in voice
and use of words in order to defend your position.

7) Cumulative Voting

In 1993, President Bill Clinton nominated Lani Geinto serve as
Assistant Attorney General for Civil Rights. He o&ked her
nomination when Republican opponents criticizedhdalished
writings on the topic of voting rights.

Professor Guinier’s ideas are provocative and thejlenge the
status quo. It is healthy for Americans to consméer election
methods than the commonly used “winner-takes-gitem, like
proportional representation and cumulative vot

Step 1

For background on cumulative voting, gc
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“Tests of Political Fairness: The Case for Cumulate Voting”

http://www.fairvote.org/reports/1993/quinier.html

Be sure you understand how cumulative voting wairkd why
Guinier advocates its use in elections.

Step 2

Assume you live in a small honmale city that has a four memt
city council plus a mayor. Below you will find hyhetical
characteristics of ten individuals who want to geown city
council. As a voter using the cumulative voting hogl, you are
to choose the individuals you want to win countalcdons. The
candidate with the most votes will become mayorevtiie four
other highest vote tallies will serve as councihmbers.

Remember, city elections are nonpartisan. In tragon-council
form of city government utilizing cumulative votingach counc
member and the mayor servedaatge and represents the whols
the community.

- Maria Alvarez — Cuban-American attorney with 23ngea
experience in the legal field.

o John Tucker — Anglo American businessman who stdri®
own company five years ago.

o Frank Washington African American incumbent member
city council with four years experience workingacal
government.

o Thomas Chung — Chinese American resiate salesman w
ran for city council last election but was defeated

o Susan Jones — Anglo American retired school teacher

- Yolanda Brooks -African American businesswoman who
owned companies that contract with the city govesnin

- Joseph Ramirez — Mexican American adjunct community
college professor of political science who serve@ achoo
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board member for several years.

o Mark Smith — Anglo American incumbent city council
member who would like to serve as mayor.

- Jeffrey Goldberg — Jewish American attorney whoegion
city council in the 1990’s for two terms, then ladtcontinue
developing his law practice.

- Jenny Nguyen — Vietnamese American artist who is an
activist in environmental and conservation integgsups.

The city you live in — Sunshine, Texas — is growasga result of
its proximity to a large metroplex. There are gnogvpains
attending that growth. Traffic is congested goim@nd out of
town, air pollution is more noticeable, crime isn@asing.
Sunshine, once a primarily Anglo community of 4,03
become a multi-racial and multi-ethnic enclave 2§08 in just
fifteen years. Though residents aspire to “the tgh@aerican
Dream,” they differ in their perceptions of how gorment can
protect and promote their interests.

Step 3

You will prepare a one page paper in which you easxo these
guestions:

- Using cumulative voting, whom would you vote fordamow
many votes would each of your favorite candidagegive?

- Why did you choose to vote this way?

- What are the advantages of cumulative voting, fyouonr
perspective?

- What are possible down-sides of this voting metlond
small city such as yours? What have you learned
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8) "Where do you live??" “What property taxes do you pay”

This project gives you an opportunity to explore tlarious entitie
of local government that affect your life. Thislbe original an
unigue research utilizing a variety of sourcesudolg some as ba:
as the telephone book, the internet and libratynder nc
circumstances are you to telephone any governmeffices-4f you
need additional information, please go the officen iperson---
violation of this rule will result in a zero for tis project. No twc
people will have the same results unless you livih@ same addre!
(of course in that case onbyneof you can do this project).

Every person in this class lives in the United &taind in the
State of Texas. If you work, you have federal nmedaxes
deducted from your paycheck (usually). If you pase items
you pay sales tax to the State of Texas, and freayu the
city in which the item was purchased. Taxes arso al
collected from individuals based on the value thsame,
apartment, etc. If you own the home you pay thesa
directly. If you are a renter, you are indirecthaying the
taxes through your landlord.

The focus of this project will be to discover theperty
taxing entities you live in and research a bit abdbe
activities of some of those taxing entities.

STEP ONEBased on your home address, print out tt
taxing entities you live in and their various propety tax
rates. This information can be found on the interndtydu
live in Harris county, go t@ww.hcad.org If you live in For
Bend, checkwww.focadorg YOu could also visit the T
AssessolCollector (in Harris County) or the Ceni
Appraisal District (in Fort Bend County)include a xero»
copy of the property tax statement with your finedport--
feel free to white-out the appraised value of ygonoperty.
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NOTE: If you live in an apartment you MAY not be able
find this information. | can give you an alternate if yoL
check with me.

Caution: In some cases your school district willot be
included in your initial research. EVERYONE livesh a
school district, so you may need to check furthdn other
cases, you will need to do additional researchitadfout tax
rates. Tax rates are readily available on the imet.

STEP TWOAssume your house is valued at EXACTL'
$100,000. Figure the various taxes you pay and &dtthem
up (make the further assumption that there are nc
exemptions).

STEP THREBNrite a two to three page typewritter
analysis of a current (no earlier than 05/30/05) duaical
problem facing ONE of the units of government thatyou
live in.. Most of this information is readily available limca
newspapers (Harris County residents should checth
Houston Chronicle and Houston Press reighborhoo
papers; Fort Bend County residents should checkFum
Bend Star, Fort Bend Sun, and Herald-CoastefAll
newspapers are online, but you must use your HQ&&ry
card in order to access the Houston Chronicle dat
without paying a fee).This analysis should include &
appropriate citations including footnotes/endnoteand &
bibliography of at least three different articles sources.

II. Attend TWO meetings of the governing bodie®f the
local entities YOU LIVE IN. County Commissioners Cot
City Councils, and School Boards meet on a freqbasts.
Write descriptive essays of each of your visitdudig you
personal opinion as well as factual events. Yogpor
should include copies of the agenda for each mgetin
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Government 230:

1)Congress Assignment -- How does Congress watk

Go toThomasthe Library of Congress' website for congresdiona
researChhttp://thomas.Ioc.gov/

Select aspecificsubject that interests you. Airport baggage suneg
peanut farming, solar energy research, etc...n@@elect a broa
subject, such as "agriculture").

Run a subject or two through the search enginesaachine the bills
filed on that subject.

Each bill has a brief description, such as: 16 pfohibit the
possession or transfer of junk guns, also knowBadsrday Nigh
Specials. (Introduced in House)[H.R.3679.1H]

The parentheses identify the bill's stage in thygslative process.
Find a bill that moved past the "Introduced...'gsta (Consult your
textbook and class notes for the stages of a bhill.)

Click on that bill, read it and use the informatioom the links at the
top of the page to write a brief essay about tilat Wour essay must
answer the following questions:

What is the bill number and title, and what doeslihl propose
to do?

Who is the author, and to what political party dbesor she
belong? (There may be more than one author)

To what committee(s) has it been referred?
Has it been referred to a subcommittee? Which one?

Has there been a hearing? If so, what happt
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Who seems to support the bill? Who's against it?
Where in the process is the bill now?

What is your opinion of this bill? If you were a @gressman or
Senator, how would you vote? Do you think it vaidlss?

Submit this essay assignment using essay formaireggents.

Helpful Hint: Having trouble finding interesting bills? Herean
couple of sites that might help.

Roll Callis an online, insider’s newsletter about Congress:

http://www.rollcall.com/

The Hill is another Congress insiders newsletter geared foor
Congressional staffers so there is a little momadw

http://www.hillnews.com/

2) Presidency Assignment

One of the many responsibilities of the Presidembives issuing
"executive orders." How is an executive orderedé#ht from a law?
What gives the President the power to issue subdre? What can |
done by executive order?

Go to the President's websik&s://www.whitehouse.gov/

Then, go to the link “executive ordersSelect an executive ordery
find interesting (not the shortest one) and writeiaf essay about the
executive order. If you cannot complete the answerexecutive
orders, then you need to select another executoer.o Your essay
must include answers to the following questions:

1. What is the namel/title of the executive order yelected?
2. By what authority is President Bush issuing thideo?
3. What does the order di
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4. Do you agree or disagree?
5. How many executive orders has President Bush issuddte?
6. Explain the difference between an executive ordedrlagislation.

See assignment guidelines for essay format regeinen
3)Federal Court Assignment

Under constant interpretation by the federal couis Constitution
and laws are revisited every day. The textboo&udises landmark
Supreme Court, and some have a more dramatic effeitte
Constitution and our lives than others do. Yowiganent is to pick
a Supreme Court case you find interesting fronttiveent in which a
decision was issued. Read the case and subméfabsay:

1. The is the name of the case?
2. What the case was concerning?
3. What was the decision reached by the majorithefustices?

4. Were there any concurring and/or dissentingiops? What
were they?

5. What do you think about the outcome of this @ase

Some resources:

WWW.oyez.org

http://writ.news.findlaw.com/dorf/20021016.html

http://supct.law.cornell.edu/supct/index.html

http://www.supremecourtus.gov/

http://www.washingtonpost.com/wgyn/nation/courts/supremecourt/20022003

See assignment guidelines for essay/assignmenatf
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4) Criminal Justice Assignmen

What happens to convicted criminals after they Haaed their debt
to society?"

Go to the Texas Department of Public Safety's websi

http://records.txdps.state.tx.us/

You have to pay money to look at most of their ¢niah history
records, buthe sex offender database is frefr anyone to search.
Click on Sex Offender Search, and then scroll dowitearch An
Area."

Put in your zip code and see what you f
Write a short essay telling:

1. How many sex offenders live in your zip codd¥¢@u do not have
any, pick a friend or relative's zip code.)

2. What are some of the crimes they were convietedmmitting?
What were some of the victim's ages?

3. How do you feel about them living in your neighftood?

4. What is your opinion about public access to osrahhistories?
What is your opinion if a criminal is reformed, ainging to live in
peace’

5. Should this type of information be more easugitable (for other
crimes, for example DWI, speeding, dead beat pay¢nthelp us
protect ourselves? Or more difficult to accessvalhg former
offenders reenter society?

You may remember from your earlier reading theeeaacouple of
pending U.S. Supreme Court cases about this iskre!s one

http://laws.findlaw.com/2nd/017561.htn
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See assignment and essay guidelines for paperforma

5)Federal Bureaucracy Assignment

Go to the EPA website at http://www.epa.gov/

Select menu item "where you live."

Select "search your community."

Then, enter your zip code.

Search all of the databases (air quality, hazard@sse, etc).

Print out one page of the results and type a bnefpage essay on
your findings. First, summarize your findings. ey answer the
following questions: Was this information diffetdrom what you
expected? How? Has this information changed houwwew
environmental regulation in general?

6) Texas Legislature Assignment

Texas has a biennial legislature, meaning thatetsievery other
year. Luckily for this class, it just finished aryenteresting regular
session!

Your assignment will be to examine some bills thate considered
by the legislature this year and tell me all aldbein.

Go to the Texas Legislature's website:

http://www.capitol.state.tx.us

Spend a little time exploring around on the sites ery well
designed, and you can find out just about anythimgwant to know
about what is going on in the House and Senatiek Gh
"Legislation," then click on "Bills by Subject,"¢h "XXth
Legislature" (the current on
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There is a General Subject Index and another icdbe&d Subject
Headings. Try both of those and poke around until find a subject
or two that interests you. Find three (3) billsttimerest you,
including at least one that passed both housdsedtgislature and
one that did not.

Write a brief, 3-section paper that explains eatthibcluding:
The bill number and author
What the bill was supposed to do
What you think the author was trying to accomplish
To what committee(s) was the bill referred?
Did it have a hearing? Who testified for and ag&ins
What happened to the bill?
What do you think about it? Would you have suppbrt@

See assignment and essay guidelines for formairesgent.

ADDENDUM

Succeeding in College

Preface;

The essay has two purposes. First, it offers adwuic college
students. Hopefully, this advice will help studergucceed in thei
college education. Some of it may sound rather iolog to an
experienced student, because it assumes almostingthbout the
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studen’s prior preparation or familiarity with college. BHwever, we
instructors often realize (sometimes too late) tisaime of the things
we assume, or take for granted, are not at all @ang to many
student—especially new ones. So, this is my attempt iddp that
ga—take from it what is useful for you. Now | musbaofess to a
second and more selfish purpose of this essay:aAsnstructor
myself, I'd like to encourage students to followebe suggestions.
Those who do so make my job so much more enjoyalhles a
pleasure to teach students who are responsibld;motivated,
mature, and hard working, and most of my colleaguUesl the same.

R. Mark Tiller
The Syllabus

You have a right to receive a syllabus in eachsclds rare
circumstances, the instructor may not be abledtysidute one on the
first day. In such cases, the instructor will pably explain when or
how it will be available.

Instructors often complain that students do nad @& even keep)
their syllabi. This is partly because most instou€ put a great deal
of thought into the construction of their sylladihey know that the
syllabus fundamentally structures their class, nlikeha constitution
structures a government. A well-made syllabus Eht&ll you just
about all of the most important rules of the counseluding due
dates, requirements, grading procedures, waysri@acbyour
instructor, etc. In a sense, it is like a contiativeen you and your
instructor, and binds both of you to a set of ruléghen in doubt
about anything in your course, consult the syllaings. Please be
advised: you are responsible for understandingulas in the
syllabus; if there is anything in it that is nogéat or that you think
might cause a problem, discuss it with your indtsuas soon as
possibl—dor’t wait until the end of the semester and then say

file://H:\Program Files\CoffeeCup Software\Workintih31E.htm 6/30/200:¢



Page64 of 86

didn’t understand. For example, failure to be an@frthe instructos
attendance/withdrawal policy, scholastic dishongstynework
deadlines, etc. may result in an F.

If you lose your syllabus, don’t hesitate to askiymstructor for
another copy—it’'s better to have to ask this tleadd without. Even
better, if the instructor has an HCCS Learning \fWage
(http://learning.nwc.hccs.edu/), you may be ablddwnload it (mak
sure it is the correct one).

Classroom Conduct

Adult behavior is the responsibility of all collegiidents. Disorder
conduct in the classroom is not often a problei@CS. However,
on rare occasions a student may be so disruptatenthor she
distracts other students, the instructor, or bathhe instructor allow
this to continue, the educational experience oktfige class suffers
In such a case, the instructor does have the tagi@move the stude
from that class, and ultimately, request that Stade=an withdraw
the disruptive student from the class permanenitlgout refund.

So what constitutegisruptive behavior?Admittedly, some
instructors are willing to tolerate more noise dmbrder in the
classroom than others. And sometimes there 3edlifie between
spirited debate that serves a useful educationalose, and
undisciplined chaos that wastes everyone's tintehdsv do you
know you are being “disruptive”? Supreme CourtidesPotter
Stewart, struggling to define obscenity in 1964uasd us: "l know it
when | see it." This is probably truer for disnuptbehavior—you
will know it when you see it in the look on yousstructor's face, or
by the bothered glances of other classmates. Msistictors will
also warn the offending student out loud or in mgt but don’t
depend upon this.

Students tend to unconsciously believe that theyaly one
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individual in a sea of faces; therefore, they oftederestimate how
visible their expressions, comments, movementsnateness, and
mood are to the instructor. They may not realsd their behavior i
disruptive. For example, a student may say, "Bua$ just quietly
talking to my neighbor about the discussion we vadireaving." Thi
may be true, but even if other students cannot thedistudent, it is
usually distracting to the instructor. It is nbt/ays an easy task to
stand before a room of people and try to maintagir tattention and
interest for an hour or more. No instructor carfqgren at 100% whe
he or she feels that even one student is disinest@s the lecture. So,
if you distract your instructor, you are ultimatéhgringing on the
interests of all of your fellow classmates.

Finally, please be advised: It is the instructoesponsibility to
maintain a positive learning environment in thesstaom. Among
other things, this means keeping the classroomdi@dimidation,
harassment, and discrimination. What to you maglagful teasing
or a noble test of freedom of speech may be rudaresensitive to
others. The bottom line is: Please be considefdieth your

instructor and your fellow classmates

Your Instructor

Unless you know otherwise, you should probably yaillr instructor
Professor ___ , or Dr./Mr./Ms. if given on the aflis. Some may be
informal and want you to call them by their firgtme, but when in
doubt, assume the title “professor.”

HCCS is primarily a teaching institution, rathearnha research-
oriented university. This gives you one advantihge you often will
not have at a university—a low teacher-to-studatiby and teachers
who are willing and able to give you considerablgrentime and help
outside the classroom. So don't be shy about gskiar instructor
for help—most instructors love their field and enjoy disengst with
you, whether you just want to discuss it more, areia specifi
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problem

However, this does not mean that you can expeatiypstructor to de
your work for you. It is still essentially yoursgeonsibility to teach
yourself. So before you ask your instructor faiph&y to think in
advance about what kind of problem you are havigoid using
your instructor as your personal counselor in maitt@t directly
related to your education. In this regard, théeg@ counselors are
usually better equipped to help you or refer yoadmeone who can.
Be prepared to share with the instructor your stuéyhods and the
notes you have taken. ldentify problem areasercthurse material
and prepare questions for your instructor in adearo other words,
show your instructor you are serious by preparorgybur meeting.
Otherwise, your instructor may feel that you ar gomplaining and
really just want to beg for a better grade.

Nor are instructors there to provide entertainménbst instructor:
will make a serious effort at making a class ergitand intellectually
stimulating, but they may resent the attitude Huahe students
unfortunately have: namely, that class should ba."f This doesn’t
mean that instructors aspire to deliver uninspimgshotone lectures—
they know that humor, entertaining anecdotes, ataetasting
activities may add a lot of value to the classrod#owever, good
instructors believe that education is serious ssnand probably tl
most productive investment of time, energy, and @ydhat students
will ever make. Instructors that are not inteliedly challenging and
demanding are not helping you prepare for the sigbuupper-
division courses or a successful career. By ptagour comfort and
pleasure above the acquisition of the skills amsthimts you will neet
in a competitive, fast-changing, information-bagéabal economy,
they betray both your interests and the interestiseocountry in
general.

The ideal relationship between the instructor dndent is based on
mutual respecand an understanding of ttrue dutie: of each.
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Ideally, the student appreciates the instructophsticated
understanding and love of the subject matter, titleusiasm the
instructor shares with the student, the empowerrtheninstructor
gives a student through knowledge and skills-baddiand the
fairness and objectivity of the instructor's cour3de instructor
likewise respects the student's diligence, harkyserious attitude,
polite manners, maturity, responsibility, and wigness to grow b
learning new material that is dear to the instristioeart.

Remember that you and your classmates' positiveaoplerative
attitude cannot help but improve any class. Ofitendifference
between a "great instructor" and a "terrible instiod’ is at least in
part due to the students' performance. It is maashier to be a goc
instructor when one's students are attentive, Wwariting, mature, ar
have a positive attitude. If the students' behasiggests the
opposite, the instructor may become frustratedsipeastic,
uninspired, and may even dread coming to the claks. bottom line
is: If you want a good instructor, be a good studé&ie reverse is
equally true.

Another important component of a good course iarcle
communication between the instructor and studewaly close
attention to the announcements your instructor make¢he beginnin
of the class. Read carefully the handouts youaen. Remember
that your instructor does not always know what gead or prefer; f
example, if you stop coming to class, do not assilvaeyour
instructor necessarily will or will not withdraw ye-see the syllabus
and talk to your instructor. If you cannot undangt somethingask
If you have any disabilities or other special neetigch will affect
your ability to learn, inform your instructor; he she will take
appropriate steps to make reasonable accommodaitnuhassist you.

Instructors often say, “There is no such thing atigid question.”
Well... that applies [sincerely] to questions abd# tourse
materia—not to certain kinds of questions and commentsmmht
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make about the instructor’s class. There are gbings you should
neversay to your instructor:

"I missed class; did we do anything important?"

Most instructors consider this a silly question anel
usually tempted to say, "No, we just sat here \ugsti
time as usual." Instead, first review your syllabo

see what you missed if possible, and to see what
other resources might be available to you. Ahet,t

it is usually a good idea to ask another student fo
notes or comments about what happened that day (or
several students—in case one missed something, the
other may have got it). You may also wish to ask
your instructor whether there were any handouts tha
you missed. After reviewing the other students’
notes or any other materiategn ask your instructor

for clarification or help.

"This subject is boring to me."

Regardless of your intent, this is insulting to yyou
instructor. How would you feel if your instructor
pronounced your interests boring? Furthermorer you
instructor is likely to think you are not a very
hardworking or thoughtful student if you make
comments like this.

"This course is not important or relevant to my anayr
career.”

This comment is likely to provoke a lecture from
your instructor, since he or she is an expert en th
many connections between this subject and other
disciplines. In fact, those who see these conoesti
and are able to establish fresh and innove
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approaches that borrow from other disciplines make
many of the great breakthroughs in their fields.

"I'm only taking this course to fulfill a requiremte’

If you think this requirement is unfair or without
good reason, take it up with the state government,
which created the core curriculum requirement. You
can begin by explaining to these officials how paibl
apathy and of the social sciences are excellent
contributors to freedom, social justice, democracy,
prosperity, and a healthy civic society.

"Do you mind / Is it okay if | miss class next w&ek

Any good instructor will always “mind,” if he or sh
cares about the students’ success. And of couise |
not "okay," since you will miss course materiahisl
doesn't mean the instructor does not understand tha
sometimes absences are unavoidable, and it doesn't
mean he or she thinks you are guilty of a high etrim
Just don't expect your instructor to endorse somgth
that will definitely hurt your grade. All choicege
make involve tradeoffs; as an adult, you will hawe
decide for yourself whether something else is more
iImportant than class. Try your best to schedutemt
things outside of class time to avoid penalizing
yourself. Remember, it doesn’t hurt your
instructor—it hurts you.

"Are your test questions going to be trick questityn

No instructor enjoys seeing their students get low
grades. It is far more satisfying to see one'desits
succeeding and mastering the course material. What
students sometimes label“trick question¢ are [in

file://H:\Program Files\CoffeeCup Software\Workintih31E.htm 6/30/200:¢



Page7C of 86

the professor’s view] challenging questions whose
answers cannot be easily guessed, i.e., queshanhs t
require students to study well.

"What will the essay questions be?"

A good examination is not supposed to be a test of
the students’ ability to memorize a particular aasw
in advance. Instead, it is a random sample of
guestions and problems used to gauge overall
understanding of the entire material—which thereby
motivates students to study. If an instructor want
students to study something in particular in
preparation for the test, he or she will so infdham,
whether or not they ask this question.

"l understand all of the material—I just can't areswyour
guestions."

This comment means it is the instructor's faults |
hard to imagine that other people who do not
understand the material so well as does this studen
can answer the questions while he cannot! If the
student has a legitimate concern about an actual
guestion, then the student should ask about it
instead—specifically

"I am an ‘A’ student, so | don't know why I'm makm‘F’ in your
class."

Again, the implication is that it is the instrucsor

fault. Are there any other possible explanatians o
factors to consider, before leaping to this conoh®
Are other students in this class making good grades
How many courses has the student taken, and how
rigorous were they? Is the student studying ir
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same way he or she did in the other classes? Do
students have different capabilities based on prior
interest, motivation, and understanding of the
material? Furthermore, shouldn't instructors give
grades based on objective performance rather than
students' expectations of the grade they shouldefhak

How do you contact your instructor outside of classurs? See th
syllabus first; it should tell you what appropriatehannels are
available. If not, ask the instructor in class &®on as possible, so
that you will know in advance of a problem that mayise. If the
instructor is kind enough to give a home or cell phe number,
please be considerate in return, by not calling egsively or at earl
or late hours.

Instructors are human—they make mistakes, they fiaws.
However, they are clearly in charge of their cosys®e if you have a
problem with the instructor's rules or procedupesitely discuss i
with the instructor after class. Don't try to ferihe instructor to ade
to your preferences when he or she is trying toitehae day's lesson.
You will be far more likely to get the result yowant by respectful
persuasion than confrontation, sarcasm, or hastysations.
Similarly, when reviewing tests or other graded kygou certainly
have a right to question the instructor's questans grading
standards, as long as you stick to the academjedubatter rather
than your personal opinions. However, it is usub#st to save
lengthy discussions of your individual work or geddr after class.
In this way, your instructor can safeguard youvgcy and avoid
spending too much of the class's time on your idd& concern.

If you have a problem, should you complain aboutrynstructor to
his or her supervisor? You certainly have thetrtghdo so, and in
fact this sometimes serves a useful purpose byiralesupervisors
and administrators to potential problems. Howeramember that
the most practical, responsible, mature, and famgtto do is to firs
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discuss your concern with your instructor. If yostead assume the
worst and immediately go over the instructor’s heaul create a
conflict where one did not necessarily have totexidany times
disagreements are due to misunderstandings or mimacmications
that are better resolved between the two of yod,muallycan be
resolved easily if each of you approach them rafygicand politely.

If you have already tried to speak with your instau, but were not
able to resolve the disagreement, then you may wigjo to the
supervisor (usually, the department chair). Igstito make an
appointment to meet in person. When discussingthblelem, be
careful to stick to the facts and do not exaggevatmbellish your
complaint—the supervisor does not know you, saif gre found to
be exaggerating about anything, this will undernyiaar credibility.
Remember also that the supervisor will have tetistarefully to bot
your and the instructor’'s arguments, question @dgtou, and try to
make judgments about what is in the best inteddtse learning
process. The supervisor will weigh a wide var@ftyactors, many o
which you will be unaware of, in trying to disceshat happened,
what is best for all parties involved, and whabractical and
reasonable.

It is reasonable to expect professional conduchfyour instructor.

IS reasonable to expect fairness, and to expedhstrictor to adhere
to the rules set in the syllabus and the rules@fnstitution. Itis
reasonable that those rules should be clear.rdétaisonable that your
learning environment be free of harassment, digtnas, and
discrimination. It is reasonable to expect yowtinctor to be
knowledgeable about the subject matter, at leastat@xtent of being
able to teach the lesson. On the other hand, gawtlhave to “like”
your instructor personally or the teaching stylg@dir instructor. It i
not reasonable to expect your instructor to nevakarany kind of
mistake or have perfect knowledge about every aggdehe subject.
It is not reasonable to expect your instructortltarge his or her
methods of teaching, grading, etc. merely to meat preferences
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circumstances, or to make exceptions in your caBe dmportantly,
it definitely is unreasonable to make your instoncesponsible for
your success and grade in the course. Ultimabally, you can teach
yourself and only you can learn the material.

Tardies, Early Exits, and Absences

It is very important that you come to class on tinffeyou are late,
you may miss vital announcements, information atests and
assignments, important questions, and valuabledatitory points
that help explain the rest of the lecture. If yoatructor gives you
quizzes over your reading assignments, you wilkrthg quiz. You
also interrupt the class, because when someonescontege,
everyone in class inevitably stops listening amdtBs on them
walking to their chair. Don’t compound this bypapaching the
instructor while the lecture is in progress to askuestion that should
have been asked before class. Instructors mayditigeent comfort
levels about coming up to turn in papers or asktordouts after the
class has already started—~but in any case, beamit that your goal
should be to avoid creating too much of a disruptio

Anyone living in Houston knows how absurd it woblkel to explain t
one's boss that the roads were congested and rimade her late.
Traffic congestion is a fact of life here, and yaust compensate for
it, just as you would in a professional job. Allgaurself plenty of
time to get to school early. That way, if somexpexted event
happens, you can still make it to class on time.tl@ usual
occasions when you arrive early, you can use the to review your
notes, finish reading assignments, or otherwispaeeyourself for
the class.

If for whatever reason you do arrive late to classne in quietly and
sit at chair closest to the door. For reasonsaixgtl above, try to
avoid walking across the classroom in front ofitistructor.
Similarly, if you must leave early, sit as closeyas can to the doc
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and make as quiet an exit as you can. It's a gisadto let your
instructor know that you will have to leave eargfdre class starts.
At any rate, please understand that ttmesdisrupt the lecture and
your instructor cannot help but find it annoyingost instructors wil
be very understanding if you have to leave earlyeanr twice to
make it to another scheduled appointment, butdbes not mean you
are free to drift in and out of the classroom arg@ular basis when
you think the lecture is not interesting enoughyfour tastes.

One of the most frustrating parts of teachingsgehing to students
who do not come to class regularly complain abowt hard the tests
are. Missing even just one lecture cannot helgkhatk many points
off of your grade. For this reason, some instmgcwill withdraw
your from their class automatically for absenchs (hstructor may
count tardies or early exits as partial absencegelissee your
syllabus). HCCS policy provides that studantsy (at the discretion
of the instructor--see your syllabus) be droppeerahissing more
than six hours of class time. Although some indraidnstructors
may have a specific policy regarding tests, HCCIi®paoes not
distinguish between excused and unexcused absefbesis becaus
no matter how legitimate your reason might bepgsinot change the
fact that you were not there: you missed the legtilre quiz, the
participation, the experience, etc. Do not expe&xcel in a clas
that you do not attend faithfully. When you mi$sss, you generally
doom yourself.

If your work interferes with the class, you may lwis reconsider
your priorities. If you try to take many classesl aork many hours,
you are voluntarily handicapping yourself, and dtdaot expect you
instructor to make exceptions for you. Who doeswunit to "have
their cake and eat it too"? But by this logic, wiot take 10 classes
and work 60 hours a week, expecting your instrisctand employer)
to be "understanding” of your shortcomings? E\suglent's abilities
and every course's requirements are unique, bemeargl rule (as
stated in the HCC student handbook) is that ea@s-hour course
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you take will require about nine hours per weekaie study, so
don't overload yourself. It is far wiser to take classes and pass
them than to take five classes and withdraw orffarh three of them.

The Lecture

Although most instructors like to use a varietytedching methods,
the most efficient use of time is usually the tt@adial lecture, so mo
of your classes will be lectures, usually with sdmee devoted to
discussion of the lecture material. Thereforeiggplart of your
success in the course will be rooted in your abibtlisten carefully
to the lecture, participate in the discussions, tAndoughly take
notes.

It never hurts to sit near the front and centekeep yourself focused
on the instructor. (In fact, my own personal reskandicates that
students who sit there make significantly highexdgis.) Make sure
to get enough sleep, so you can stay attentive—rdanilring class is
a waste of your time and intolerable to the indtyuc Question your
instructor during the lecture, rather than justspady listen. Answer
the questions your instructor asks—this will hepus your mind,
test your comprehension, and provide feedback tw ystructor as 1
whether you are understanding the material.

It is a good idea to exchange phone numbers witresaf your
classmates. Thereafter, you will have an additiogsource to call
upon, which can be especially important if you ntilsss. If possibl
tell your classmate in advance when you will mig$ags so that they
can take this into account when he or she is takotgs (and noting
important announcements) that you will later phomc Be generous
and helpful to your neighbors and they will likehant to return the
favor.

As for note taking, read the syllabus and listemyfaur instructor’s
verbal advice about what kind of note taking mayrmest useful for
that class. You may also wish to show your nategour instructo
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early in the semester and ask whether you are dogapd job.
Generally, you should focus on concepts, ideaggsrocesses,
applications, arguments, etc.—they are more impottean dates,
names, statistics, and trivia. In most cases,ngad not write down
examples that the instructor uses to illustrateiatp—what is really
more critical is the lesson illustrated by the epém It also helps to
abbreviate frequently rather than to write out g\amment in prop«
English, as long as the note is understandablgoufhave properly
done the assigned reading before the lecture, ybiow what you
need to write down and what is already clearly labée in the text.
Skip lines where the material is confusing, sinca gnay wish to add
to these comments later. Again, ask your instidctoguidance if
you are unsure—instructors have different goalsmaathods, so it is
sometimes a question worth asking.

One of the most common mistakes is to write dowlyg wiat the
instructor writes on the board. Although someringrs write on th
board as a prompt for you to take notes, most de-titey write on
the board because a word has an unfamiliar spelbiecause they
want to visually show something, because they waniake a point,
or even for no particular consistent reason. Bettees of when you
should note something apausegqas the instructor waits for students
to write),dramatic preface¢'But the most important reason is..."),
numbered list§"The third cause is..."), and when the instructor
literally tells you that something is very importarrinally, make nof
of unfamiliar terms. If you are embarrassed totaskinstructor what
they mean, at least you can look them up lateranCés are others
people are also wondering, so again,

Another terrible mistake is to put your notebookimithe last five or

ten minutes of the class in anticipation of the efthe lecture. Not

only do you insult your instructor (are you in timatich of a hurry to

get out?) in order to save five seconds at the nbostyou fail to take
notes in the most critical part of most classeiywW More times tha
not, your instructor will realize that time is rung out, and stal
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cramming all of the most important additional meteinto the last
few minutes. Often he or she may know that thisenna is crucial if
you are to do well on the test. This is preciseiyen you should be
most attentive, since the last few minutes are siomes no-frills,
important test information!

Finally, after taking notes, there is one moredhyou can do to
maximize their utility. Sometime during the dapefore you go to
sleep that night-take just a few minutes to review that day's class
notes to clean them up, add further explanatiolh#) gaps that you
missed, reorganize, etc. If you are not sure abomething from
your notes, put a big question mark by it to haprgelf remember t
ask your instructor during the next class. If yollow these words ¢
advice, your notes will be much more useful wheun gtart studying
for the test.

Should you tape record a lecture? Fasjays askyour instructor
for permission first, because they have a riglieoy this. It can be
helpful way of dealing with a planned absence, $kiray a classmate
to record it for you. However, many instructoryé@aoubts about
how useful recording is—it is a passive activitgttdoes not require
the student to participate, think critically, diste&ritical information
from interesting information, etc. Unless the stuidmmediately
then listens to the tapes, and transcribes thesmioiies, they will not
be very valuable. Finally, most people tend togdlistudying their
tapes (thinking “I've got them™)intil test time, so that they usually
not have enough time to listen to them anyway,@msequently
have no useable notes.

The Textbooks

Students are often embarrassed of their writintlssk¥et good
writers have rarely taken many courses in "writinmer se. Howeve
good writers are quite often good readers. Rea@aghes you not
only the subject matter of the text, but also howtite well.
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Unfortunately, Americans seem to be reading lesldl@ss; many
watch television exclusively. Reading is fuel your brain! It equip
you with the ability to solve problems and betteuylife. Teaching
slaves to read was illegal because slaveholdersatbty believed it
was a liberating and empowering skill. Don't waste

It is very important to complete your reading asgignts on time, i.¢
before the subject matter is discussed in clagsdefts commonly
think they do not need to read until shortly befibre test, but this is
very inefficient way of doing it (it is also seletlisionary, since few
will have time to catch up later). Keeping up wiitle reading is so
much moreefficientbecause if you do: you can participate
meaningfully in class discussions, you can morartfaunderstand
the lecture, you can take better notes duringeabtite (since you
know already what is in the book and what is ngt)y can note
confusing parts of the reading in order to askirisguctor about
them, and obviously, so you can do well on quizzes.

There is a difference between the way the typicatuilent and the C
student uses the textbook. The C student simgalgsthe textbook.
The A studenstudiesit. How does one study the textbook? First,
scan over your reading assignment. See whaaliasit; try to get th
big picture. Second, carefully read through kjrig enough time to
take notes and mark confusing parts for later ematran. If possible
sit in a comfortable chair at a desk or table—ymamcentration will
be more focused than if you are laying down, andwdl be more
likely to take notes. As for note taking, don4tjgopy definitions
from the book; you already have them written dowrnyour book).
Instead, create notes to yourself in your own wondthout looking

at the book. It doesn't matter that your wordsrmarteas elegant as the
book's--what matters is that you can understana thié you are
having trouble making a note, read the materiaira@and try once
more. This forces you to actively and creativéiyk and makes you
much more likely to internalize the informatiorf.ybu still cannot de
it, make note of the problem area and bring it ufjh wour instructor.
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Next, look at the beginning and end of the cha—often there are
learning objectives, questions, key terms, etc.yeif cannot answer
these questions and define these terms, you ndedkdack at the
material. After finishing the assignment, thera i&nal step that can
really help if you have the time. Read the assigmnagain-this time
it will be much more understandable, and you wikpup more
information from it that did not make sense to yioa first time, muc
the same as you do when watching a movie for tbengktime.

Finally, you may choose to buy the study guidesto course that
are available in the college bookstore. Howevemak rely on study
guides (or online supplementary materials) as atgube for good
reading and study of the texts. Summaries are Ho®e
oversimplified and rarely equip one to answer ¢gsstions. Sample
guestions may act as a good tool to judge your cehgmsion, but
will not necessarily be the type of question yautividual instructor
asks. Nothing substitutes for serious and faitbfudy.

Written Assignments

You already know what's coming here—don't procnasé! A due
date of April 10 on an assignment does not mearshould turn it in
on April 10; it means you must turn it in by Apti at the latest
Instructors are often very appreciative of earlggra and projects.
And what if you are sick or have car trouble ort they? If you are a
procrastinator, write down a different due dateeskvor two earliel
and cross out the real due date so that you caaadtit! The
difference between a mediocre paper and an exteltenis often th
one extra week the author of the excellent papeithaevise, edit, or
add to his or her paper.

Second, make your paper neat and well organizedhel business
world, your proposal will be one of many competiogthe attention
of a potential business partner, customer, or ctli®ou would not
dream of submitting something sloppy and difficdolunderstanc
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Similarly, your instructor will often be up late might grading a pile
of papers. He or she will not give you creditfarting that is not
legible or understandable. Some instructors insgriother than
English may choose to not specifically and direpdyalize you for
grammar, organization, or neatness—others willwelcer, all
instructors will find it easier to assign a gooddg to a neat paper
that has been proofread and is well edited. Iflyave a problem in
this area, face it head-on by practicing, seekeg,land taking
remedial courses if necessary. Individual weale®#sat plague yo
ability to succeed—whatever they may be—will notageay on their
own.

Third, be honest in your work. The risk of beirsgught cheating
(committingplagiarismor collusion far outweighs any benefit you
think you are receiving (by cheating yourself ol education,
incidentally). According to HCCS policy, "Plagisim means the
appropriation of another's work and the unacknogéeed
incorporation of that work in one's own written \wdor credit.
Collusion means the unauthorized collaboration witbther person
in preparing written work offered for credit." &ither words, cheatir
Is: (1) taking unchanged passages (or slightlyeejiifrom another
person's writing and portraying them as one's @@nsubmitting ¢
paper that includes paraphrases of another pensaiitsg without
giving credit; (3) having someone else write yoap@r for you; and
(4) copying another person's work during in-classing or testing.
This is not an exhaustive list of the forms of dhveaon written
work. If you are in doubt, consult your instructdrhe main two
rules to remember are these: (1) Use quotatioksraard attribute
(reference) when using the exact words of anotbesgn. (2) When
using another person's idea but not the exact werggess this idea
in your own words, and attribute (reference) thinau

Finally, Texas law makes it a crime to profit frawmllusion. See the
Texas Penal Code, Chapter 32, Section 3.
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Testing

Again, according to HCCS policy: "Cheating on & tesludes
copying from another student's test paper; usingnd a test,
materials not authorized by the person giving &st; tcollaborating
with another student during a test without autypkhowingly using,
buying, selling, stealing, transporting, or soli@tin whole or part tr
contents of an unadministered test; or bribing la@operson to obta
a test that is to be administered."

If you have followed the advice given under "Thetb®oks" and are
therefore not behind on your reading, you will hate to "cram" the
night before the test. Your most intense studginguld precede the
class day before the test. That way, you will haeatified any
potential problem areas in advance, so that yowashirthe instructc
about them; if you wait until the night before tiest, it will be too
late. Furthermore, if you "cram," you won't geg@od night's sleep
before the test. Being relaxed and alert is &catitomponent of
good test taking.

It is sometimes useful to form a study group, maglef students wh
can study together and exchange copies of one erstiotes, and
who can teach each other. This is not only goodhf® student being
taught, but for the student-teacher as well, staa@xplain something,
one must focus one's thoughts and make applications
illustrations. However, don't depend exclusivetyaostudy group to
pass the test, because they can easily degenet@e socializing
event if the members are not serious-minded anastedt.  Save your
parties for after the tes

If you wish to create a study group, but are toptshnitiate one,
request help. For example, you might ask yourusbr to suggest
during class that anyone wishing to form a grouwplddoneet after
class in a certain corner of the room.

During the test itself, don't get hung up on aipalar problem tha
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you cannot resolve. Skip it and go back to itrl#tgou have time.
Never leave any essay blank; partial credit isdpekttan nothing. |

you leave it blank you are telling your instructioat you know
absolutely nothin@bout the subject, which is rarely the case. Pace
yourself, making sure you always have a least samsever for all
written questions. You can always go back to tirestjon later to ac
detail when you know that you have the time. Be $a carefully

read the entire question, regardless of its fornadten students do
not answer all parts of an essay question or dogaat all of the
possible answers on a multi-choice question.

What will be the on the tests? The instructor wilke that clear to
the extent that he or she believes is best—theeasonable debate
among instructors about how this question shouldrissvered. Son
believe in giving students a great deal of spegticance about wh
to study; others believe that too much advice m#kestudents
prepare memorized answers to specific questionkewdnoring the
great bulk of the material. Neither way is inhélemore difficult or
easier than the other; generally, the more speaifimstructor is with
advice about what to study, the more detail andenashe instructor
will expect on the test. Therefore, the adviceitis¢ructor gives is
generally determined by the instructor’s educatigoals. Some will
give out unit questions, objectives, and expeatatiasSome will give
review sheets, some will review material in clasga@extra meetings,
and some will hold question and answer sessiorier®will do non
of the above—this is up to the instructor, and agaependent upon
what they are trying to accomplish. There is rneement “right” to a
review or a review sheet, and getting one doesi@oéssarily make
the test easier.

Unless the instructor says otherwise, you shouddras that test
guestions my come from the lectures, the textbalesdiscussions,
the homework, etc., i.e., from any part of the seurThe fact that
something in the text was not discussed in class dot preclude it
from being on the test. Similarly, something dssrd in the clas
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that is not in the book may also be on the test.

In any case, try to anticipate test questions, @slhg ones that
require lengthy written answers. You can orgayma thoughts at
home in a careful and comprehensive way that wdppre you well
for both essay and multiple choice questions. H@wmedo not spit
out your prepared answer on the test without @rstmining carefully
what exactly the question is asking. Look for k&yds: Do not rely
on exampleonly when the question asks fibefinitions Do not
describewhen asked toritique. Do notsummarizéhe entire subject
when the instructor wants you $pecifyone particular part in detail.

As for multiple choice, you can sometimes at leastow down the
choices, and then pick what you believe is the mtaisible from thi
remainder. Don't be in such a hurry to finish tyat forget to go
back and check your answers to make sure you aadvadirof them
(and that you keyed them properly if using a Saar)tr Don't be
afraid to change your answer if further consideratompels you—
educational research suggests you are more likatipdnge from a
bad answer to the correct one than from the coametto a bad one.

Finally, remember that most instructors' test qoastwill not be
designed to test simple recall of information. Yahwuld expect tests
to consist primarily otritical thinking questions that test your abil
to analyze, synthesize, and apply information.

Critical Thinking

You will probably hear your instructor refer to ttozal thinking.”
Proponents use the term to emphasize what thegvieaio be a
superior and more relevant style of teaching aathiag—one in
which the focus of education is the developmenmtatoning and
judgment skills. They argue that today's globathnhologically
dependent, constantly changing economy has plaa&diemands on
educators and their students. No longer does therigan economy
need massive numbers of relatively unskilled mactufang workers
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to fill assembly lines. The United States is astpoadustrial”
economy—one that is increasingly specializing ghleir-paying
information and technology fields (genetics, comngpsicience,
systems analysis, medicine, engineering, finarbacation,
entertainment, resource management, consulting, etc

It is difficult to precisely define critical thinkg because it has many
specific interpretations, probably as many as theealifferent
academic disciplines. It is probably easier tol@&xpwvhat itis not It
IS not the passive absorption of the course matarithout the
guestioning of assumptions and unproved claimsrdaggit. It is no
about being able to associate particular terms farttliar-sounding
words from a lecture or by remembering distincinards from a
textbook definition of a key term. It is not thm#& of education that
requires memorization of descriptive informatidhdoes not highly
value simple recall of data. It does not worship ¢bllection of
information for its own sake, if that knowledgenst used and applis
to the real world.

No matter how proficient a student is at memoraathe or she wil
never be able to compete with even an obsolete atanmand the
computer is far cheaper to maintain than an emgployemployers
therefore are searching for employees that canhtd & computer
cannot do—think. Unfortunately, our schools have been slow to
respond, still turning out graduates that are rdadyhe 1950s
industrial economy. American grade schools oftenl@ss rigorous
than those of our trade competitors, and demathel dititical thinking
from students. By the time students reach collegay are poorly
prepared for the task. This, combined with thgdi-than-ever
numbers of students entering higher education tduay made the
problem even more challenging for community colkegech a
HCCS.

Nevertheless, it is a challenge that committed atiws and serioL
students must meet. Whether a job or further satdyuniversity
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awaits you after HCCS, the most important thing gan acquire in
our classes is an enhanced ability to think ciigcaf you want to
have an exciting and wetlaying career in today's economy, you n
recognize that your education, in some form or la@gtwill never
end. Therefore, you must first ledraw to learn everything else is
secondary. Data changes, and information muspdatad, but evel
reasoning skill you develop will reward you forever

By no means does this mean that we instructorsidents
unimportant that you know that every state getstiv®. senators, or
that the U.S. government spent $2.5 trillion dallewr 2005. Facts are
important, and ignorance of fundamental informat®arippling.
However, consider for a moment something about vizau
personally know a lot of detailed information. thss the case becal
you set down at a table and memorized it? Orbgdause you have
used or analyzethis information extensively? It is much easaer t
remember that about which you have thought deepiyther, unless
you have acquired critical thinking skills you magt be able to
distinguish between accurate information and dsmfation. The
"truth" and the "simple facts" are not always ssilgadentified.
Thus, the study of raw factsust be married with the study of critic
thinking.

In conclusion, critical thinking is about tliseof information rather
than its recall. It is far more interesting, moeéevant to your needs,
and arguably even easier than is memorization.alM®ave the
ability to think critically, and we all use thesethods daily in our
personal lives to make decisic

Conclusion

If you have taken the time to read all of the abanagerial, it is
probably an excellent indicator that you are thedlkof student witl
the dedication necessary to succeed in colleggouftake it to heart
and practice it, you will give yourself in a realvantage over yot
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classmates. However, remember always that inritdeallege is nc
about the grades you make, although they may seraerough
indicator of your progress. Instead, your collegecation is about
developing the skills, knowledge, traits, and hathiat will make you
successful in your career and in life in genef&d. seek out instructc
who challenge and motivate you. A class in whiol ynake &C, but
learn so much, is better for you than a class irtiwiiou make &

but learn nothing. And if the class is easy, danitt your study to
what is necessary to make An In the final analysis, what you get
out of college is what you put into it.
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