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COURSE OVERVIEW: 

SPAN 101 Elementary Spanish Introduction to spoken and written Spanish language and to selected aspects of Hispanic cultures. This course is designed to help students become proficient in basic, everyday conversation and survival skills. Emphasis is placed on actual communication in the target language primarily with speaking and listening; there are also some writing and reading exercises. No native or heritage speaker is permitted to take this course. This course is intended for students who have had little or no previous Spanish. 
Fulfills American/Global Diversity requirement.
The following information on PLACEMENT has been copied from the College’s catalog: 
It is recommended that students with prior experience in a language offered by the College be evaluated by the Department of Foreign Languages in order to be placed in the appropriate course. If it is determined by the instructor and/or department head that a student’s level is too advanced for the course in which he or she has enrolled, that student will be required to move to the appropriate level or be advised to take a different language. Students may earn up to six academic credits in Spanish or French by taking the College Board’s College Level Examination Program (CLEP) test. Further information about the CLEP test is available at www.collegeboard.com/clep, or by contacting the department head.

Only students who have completed 101-102 level courses successfully at the College or at another collegiate institution or those who have received department permission (based on the placement test) may enroll in intermediate level language courses.

COURSE OBJECTIVE: Upon the completion of this course students will be able to:
1. Listen to and understand basic information in the target language about themselves and others                      in the present. 

2. Read and understand basic information in the target language about themselves and others in the present.

3. Orally provide basic information in the target language about themselves and others in the present.

4. Provide in writing basic information in the target language about themselves and others in the                   present.

5. Identify and describe select aspects of the target culture.
***Important***The Hybrid section requires that you meet once a week for 1 and ½  hours, and, that you work via CANVAS for the remaining hour and ½ of class time. There will be one weekly assignment that you need to complete, save and submit through CANVAS only. Do not email them to your instructor’s College email. All due dates are listed in the class calendar.
REQUIRED TEXTBOOK AND MATERIALS:

Textbook: 


Dicho y Hecho (10th edition) Potowski, Sobral & Dawson. Wiley 2015
Activities Manual:                Activities manual to accompany Dicho y Hecho 

New Package required for online access code to complete activities.

The entire package is available in the campus bookstore.
RECOMMENDED:
Spanish/English pocket dictionary 
_____________________________________________________________________________________
GRADE POLICY 

Your grade in this class will be based on the following criteria:


Workbook & Lab manual

10%


Online activities


10%

        
Unit Exams (2)


35%

Quizzes



15%

Oral Exam



10%


Cumulative Final Exam  

20%


Total 



          100%

The following scale will be used to determine your grade:

· A
= Final average 90-100

· B
= Final average 80-89

· C
= Final average 70-79

· D
= Final average 60-69

· F
= Final average below 59 or not completed the withdrawal form 

Note: No extra-credit will be assigned or considered for your grade.

_____________________________________________________________________________________
CLASS POLICY
METHOD OF INSTRUCTION:

Spanish will be spoken by your instructor increasingly throughout the course. For example, in chapter 1 we will use about 20% Spanish; in chapter 2 about 40% Spanish, in chapter 3 about 60% Spanish; and in chapter 4 about 80% Spanish. Grammar concepts will be presented in English; however, the majority of class time will be spent using the grammar and vocabulary presented in class in Spanish. This will be accomplished by extensive oral and listening exercises, many of which will be paired activities. 
CLASS PREPARATION:
You are expected to come to class having read and studied the grammar, the vocabulary, and other material assigned for that day in the syllabus. Coming to class prepared is crucial in a language class where class interaction and smooth flow of the lecture is highly dependent on students being prepared to participate and to take maximum advantage of their in-class contact time. To make the most of the lecture/class, make sure you are familiar with the grammar and vocabulary to be covered in class each day before you come to class. 

***If students do not read before lessons are presented, they will not understand what is happening in class. 

ATTENDANCE: 
Attendance is mandatory to accomplish the objectives of this course. You will not receive a penalty on your grade for an accumulation of absences and lateness/early departures equaling 3 class hours. These absences must be reserved or used for events such as illnesses, doctor’s visits, court appearances, funerals, religious observances, family responsibilities, interviews, work responsibilities etc. Therefore, all students are allowed 3 hours of excused absences whether documentation is provided or not.

After missing 3 class hours, a student will begin to have a deduction in his/her final grade for the course as follows: missing 4 class hours = -2%; missing 5 class hours = -4%; missing 6 class hours = -6%.

The Department Policy is that any student who exceeds absences of 6 class hours will automatically fail the course (even if there is a valid, documented excuse). 
To avoid receiving an “F” for the course, students must drop the course within the time limits set by the College. Make sure you follow the proper procedure to drop the course within allowed time frame because your instructor will not drop you from the system. There will be no exceptions to this policy.

Also, keep track of your absences; it is not the instructor’s responsibility to remind you to come to class. I strongly recommend that you do not miss class unless it’s a true emergency. Because of the great amount of material covered each day and the nature of the subject, if you miss class you will have a very difficult time catching-up on your own and missing more than 6 hours of class (including lateness/early departures) will cause you to fail the course.

If you are ABSENT or LATE, you are responsible for all material covered in class and for all other information missed including assignment changes and/or syllabus changes. 
Do not email the professor to ask what was missed as material covered and assignments with due dates are listed in the course calendar and it is your responsibility to attend all classes.

COMING TO CLASS LATE, EXIT DURING CLASS, AND LEAVING EARLY POLICY:
Coming to class late is a distraction and disrespectful to your fellow classmates and the instructor. Please make every effort to arrive to class on time as to stay on track with learning objectives and activities per class session. Up to 15 minutes of a late arrival or early departure will count as 1/3 absence. Beyond 15 minutes is 1/2 absence. Lateness beyond half the time of the class period is considered an absence. There is no grace period. I define late as not being in class at the scheduled time when class starts. If you are not in class by end of roll call, you will be considered late. If you are late for class, it is your responsibility to sign the attendance sheet at the end of the class so that you do not remain marked absent. If you remain marked absent, this will not be able to be fixed at the end of the semester. Also, leaving the class can result in losing points off your attendance based on the amount of time a student is out of the room (5-15 minutes is 1/3 off attendance; more than 15 minutes is ½ off attendance). Repeated exit during the class period will be dealt with more severely. 

If on a day of a test you are late for class, you will not be allowed any extra time and you will have to turn in your test when the rest of the students have finished taking the test. If you miss the oral section of a test because you were late, you will not be able to take that section later. 

PARTICIPATION: Because class participation is very important when learning another language, you will be expected to participate voluntarily and extensively.  I will call on you several times during class and you will be expected to be prepared and to participate and get involved in all class activities.  Don’t be intimidated and don’t be discouraged if this is difficult at the beginning. You will be most successful if you participate often, and take advantage of every opportunity (inside and outside of class) to use the language. 

You will also be expected to work with other students. Noncompliance with oral and/or written partner/group activities will result in losing points off of attendance (up to ½ of an absence may be assigned for the class period). 

______________________________________________________________
EXPLANATION OF ASSESSMENTS
CANVAS ASSIGNMENTS:
As a hybrid course, the class meets once a week for 75 minutes; therefore, the remaining 75 minutes must be completed online primarily through the College’s online learning system, Canvas. There will be one assignment due per week by Friday of each week by 11:59 pm. No Canvas assignments are accepted late. It is students’ responsibility to make sure they have access to the Internet and access to Canvas to complete this course. Weekly assignments will either introduce new vocabulary and grammar topics or serve as a review for topics covered in class. Students must submit weekly assignments through Canvas only in order to receive credit. These assignments will not count as a grade, but rather as attendance. To explain, if the assignment is completed fully and turned in on time, it counts as having attended class for one session. Please see below for a full description of the grading policy for Canvas assignments.
CANVAS weekly assignments will be calculated as follows: 

· All activities completed fully per directions = full credit for one session of attendance
· Less than 100% of the activities completed = ½ credit for attendance
· Less than 50% of the activities completed = minus one session of attendance
Please note that any student who exceeds 6 hours of class hours automatically fails the course. 
Refer to p. 2 of this syllabus for more details on the attendance policy. 

HOMEWORK:
1. Workbook, Lab Manual (both sections are located in the back of your textbook): 

Throughout the semester your instructor will assign homework from workbook and lab manual. Besides coming to class and actively participating in class activities, the workbook and lab manual are a great tool to prepare for tests. Homework will be due as stipulated in the class calendar. It is important to note that the calendar shows the date that homework is collected. You need to give yourself time to complete all the activities before the due date (not the night before). Answers must be written in the workbook and lab manual to receive credit. An answer key for the activities manual is in the back for you to check your answers. It is very important to note that all activities must be complete and corrected to receive 100%.
To complete the exercises in your lab manual you will need to retrieve audio files that can be found by visiting www.wileyplus.com. This website requires an access code that comes with a new book package. The best deal is to buy the package new; otherwise you will pay much more by buying an access code separately through the website. In order to register and complete activities in your lab manual please follow the instructions on the next page of this syllabus. 

The calculation of the grade for the activities manual (workbook and lab manual) is as follows:

· All activities completed fully and all errors corrected = 100%

· Ten points will be deducted for every missed or partially complete activity. You must also correct your answers in order for the activity to be considered complete. 
· More than 10 missing or partially complete activities per chapter = 0%
Late HW: Homework is due at the beginning of class on the stipulated due date. Homework from the activities manual will be accepted only one class session late for a deduction of 50%. No homework is accepted through email. 
2. Online activities via wileyplus.com: Apart from the activities assigned in your workbook and lab manual, you will have to complete and submit online-activities through www.wileyplus.com. They are extremely helpful in the learning process. The online assignments will be due as stipulated on the course calendar. 
In order to access on-line assignments, log-in to wileyplus.com and go to the tab in the middle listed as “Assignments”. You will find the due date listed next to each assignment. You have up to 3 attempts to complete each activity correctly. 
Your grade for wileyplus online activities is based on completion. Each activity keeps track of how many answers you complete per activity. For example, if the activity has 10 questions, the best score you can receive is 10/10= 100%. Make sure you submit the correct answer to receive a green check mark by each question. You scores on each activity will be averaged by chapter. No late submission of online assignments through wileyplus will be accepted as students have multiple days to submit these activities from any location.
Instructions on how to register and complete the lab manual activities

Your homework assignments come primarily from the activities manual. The activities manual is divided into 2 parts: (1) the workbook (WB); and (2) the lab manual (LM). The pages that correspond to the lab manual activities are towards the middle of your activities manual. Completion of the lab manual pages requires you to listen to audio files that you can only access through www.wileyplus.com. In order to access wileyplus, you must register with an access code. 

Registration with wileyplus requires that you purchase a code. This code comes with a new package sold in the bookstore. To register, go to www.wileyplus.com. Find the section on the bottom right that lists: STUDENTS- Register for a new class- and click the green box “get started”. You will be asked in enter your school name. Once you type “Community College of Philadelphia”, you can select the tab “by instructor” (this tab is below the box that states “Community College of Philadelphia”). You will select your instructor’s name and several classes may appear under your instructor. You will select your class by section or course number. If you do not know your section, check your schedule on MYCCP, CANVAS or ask your instructor. You will then follow directions to complete a new account. To create a new account you will need the code that comes with a new book package or you can purchase one from wileyplus, which is the most expensive option and it is NOT recommended that you purchase a code from wileyplus. 
Once you are registered…

To find the audio files on www.wileyplus.com you will log-in and find the link in the middle of the page that states “Read, Study & Practice”. On the left hand side you will select the chapter in which you are working. Lastly, on the left you will find a section that indicates “Audio” and click on Lab Manual: Audio files. The audio files are listed by number and correspond to the same order that they are presented in the lab manual. 

For example, if you have to complete lab manual (LM) pages 2-13, that means you have to first locate your lab activities towards the middle. You will then find page “LM 2” and begin listening to file 1-1 “Las presentaciones”. You will continue completing the Lab Manual (LM) pages by listening to one audio file at a time. Again, the numbers and names of the audio files online match the activities you will complete in the lab manual. 

You do not submit the lab manual pages (LM) online. You only listen to the files online, but write down your answers in the lab manual. 
EXAMS: 
Unit Exams: There will be 2 unit exams; each will include 2 chapters. The unit exams will include all the material in your textbook and any other material covered during class. Each test will have spelling, listening comprehension, reading, vocabulary and writing components. There are NO MAKEUPS allowed for missing a unit exam. If a student misses an exam, he/she must inform the instructor within 24 hrs. by email with the reason for missing the exam along with valid written documentation upon return to class. The instructor reserves the right to determine if the documentation is suitable to allow a makeup for a missed exam. This will be the first step in seeking a solution for the missed exam. The most common solution is to have the final replace the missed exam once all requirements are met.   

Quizzes: May be announced or unannounced. They may will have written and oral components. Students will be given 5 to 10 minutes of class time to complete the quiz based on the length of the quiz. There are NO MAKEUPS allowed for missing a quiz. Instead, the lowest quiz grade will be dropped. 

Oral final: There will be one oral exam for this course, which will include vocabulary and grammar from Chapters 1 through 4. You will receive a list of questions to help you prepare for the oral exam prior to the exam. There are NO MAKEUPS for a missed oral unless a student provides written, verifiable, medical or legal documentation stating that he/she was physically unable to attend the exam at his/her assigned day and time. The instructor reserves the right to determine if the documentation is suitable to allow a makeup for a missed oral exam. 
Final Exam: The final exam will be a 50-question multiple-choice exam taken on a scantron during final exam week. The exam is cumulative covering chapters 1, 2, 3 and 4. There is absolutely no makeup allowed for the final. If the case of an extreme emergency, depending on the situation and documentation provided, the student will take an incomplete until provisions are made to complete coursework. See the University Policy on Incompletes for more information. 
Exemption from the final: A student with perfect attendance (no missed class or Canvas assignment) can choose to be exempt from taking the final exam. Having an excused absence does not qualify as perfect attendance.  Perfect attendance also requires that any student would not have deductions due to lateness/early departure/and leaving the room that exceeds one class absence. Exemption from the final exam means that the student’s average will be calculated without the final exam. 
_____________________________________________________________________________________

CLASSROOM ETIQUETTE, COLLEGE POLICIES & RESOURCES
CLASSROOM COURTESY:
During the class period the following actions are not permitted to maintain a favorable and non-disruptive learning environment:
· No use of cellular phones or electronics may be used during class; specifically, no text messaging! 

All electronics must be out of sight and on silent during class. (Please speak with the professor if you require permission to have your phone available for any extreme circumstances.)
· No sun glasses, headphones or ear buds may be worn during class.
· No sleeping or relaxing with your eyes closed.
· No reading material unrelated to class work (magazines, books etc.).
· No doing work for other classes during any time of the class period.
· No conversations unrelated to class topics (especially in English).
· No eating or drinking beverages without a lid.
· No profane language is acceptable during class.
· No playing music.
· No children or friends are allowed in the classroom.

Ignoring these above courtesies (or any other distracting/disrespectful behavior) will result in a reduction in your attendance for the class of  ½ an absence. You may also be asked to leave the class, which will result in an absence. Continuous infractions may result in further action and will be reported to the dean of students.
Email:

You may receive information from the professor and the college through your Community of College of Philadelphia email or Canvas. You must set up your email account and have access to Canvas as you may receive information and contact your instructor via this medium. By not logging on regularly to the account you might miss important class and college information. You are responsible for all information you receive via this medium. Your instructor checks email every afternoon on workdays. Students can expect a response within 36 hours of sending an email on schedules workdays. 
Classroom issues:
If you have an issue with something or someone in the classroom (including the instructor), discuss it with your instructor first. After that, if the issue is not resolved you must speak with the chairperson or send an email with the issue to: Mr. Oscar Cabrera of the Language Department. However, the chairperson will not set up a meeting with anyone unless those procedures have been followed first.

COLLEGE POLICIES:

All College policies must be followed in and outside the classroom and are a binding part of this syllabus.  Please refer to the Student Code of Conduct for complete information and procedures or visit http://www.ccp.edu/site/current/conduct_code
SERVICES FOR STUDENTS WITH DISABILITIES:

The Center on Disability is responsible for ensuring that qualified students with disabilities are provided with reasonable accommodations and services that enable them to have full access to the College’s academic programs, services, activities and facilities. Students requesting to receive special accommodations should go to the Center  in M1-22 or call 215-751-8050.
ACADEMIC DISHONESTY AND PLAGIARISM:

Make sure all the work you turn in is your own.  Compositions must be of your own creation.  You may not seek help from tutors, friends, classmates, etc., nor should you use the translator in your computer to do your work.  Academic dishonesty, including, but not limited to plagiarism and cheating will result in a final course grade of “F”.  Please refer to the Student Handbook for complete information and procedures or visit http://www.ccp.edu/site/current/conduct_code
WITHDRAWAL POLICY:

 To officially withdraw from a course you will need to complete the appropriate form and submit it to the Office of Student Records and Registration.  Your instructor will not drop you or withdraw you from this course. 
CLASS CANCELLATION POLICY:
For inclement weather call the College or visit the website main page. In the event that the instructor should have to cancel class for reasons other than inclement weather, every effort will be made to notify students via e-mail, also, an official “Cancellation of Class” form will be posted outside the classroom.  In the rare instance that your instructor is running late for class, or if unsure if a class has been cancelled, students are required to wait for the instructor a minimum of 10 minutes after the scheduled class time before leaving the classroom.   

TIPS ON HOW TO SUCCESSFULLY COMPLETE THIS COURSE
· Always come to class having reviewed the material to be covered in class that day. 

· Actively participate in all class activities

· Ask questions when you don’t understand; your instructor will gladly answer them.

· Do your workbook/lab manual carefully and check your answers. 
· Do the online activities before the chapter exam (regardless of the due date for online-activities).
· Use the resources on wileyplus, for example, use the audio flash cards as well as the grammar tutorials.
· Visit the tutoring center as often as needed.
· Use the websites suggested for extra practice.
PARTIAL LIST OF SUPPORT SERVICES: 

· Free Spanish tutoring is available in the Central Learning Lab (B1-28).  Make appointments early by calling 215-751-8050.  

· Counseling services in academics, personal issues, or career choices are available free of charge at the Counseling Center located in W2-2. Appointments can be made by going to W2-2 or calling 215-751-8169 or 8170.

· The Library, Educational Resource Center, Mint Building, phone 215-751-8808 
(You can find a reserved copy of our textbook and workbook here)
      WEB-HELP: There are several web sites that will help you succeed in this course.

      www.wileyplus.com The best website for this course! (REQUIRED)

www.conjuguemos.com- This website is the best for practicing verb conjugations. It also has useful grammar practice. 
www.learnspanish.com- This website is great for general grammar practice by topic.
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