Metropolitan Community College

Course Syllabus- Summer 2015
Course Identification
Title:                                                Prepracticum

Prefix/Section:                                 HMSV 2310-5A

Credit Hours:                                   2.0

Class Days:                                     Begins: 06/09/15  Ends:  07/09/15
Meeting Day/Time:                          Tuesday and Thursday from 6:00 pm until 9:10 pm
Dates class does not meet:             NA 
Last Day to Withdraw:                     07/02/15
Delivery Type:                                 Classroom

Class Location:                               Fort Omaha Campus, Building 5, Room 204
Lab Location:                                  NA

Course Web Address:                     http://www.quia.com/pages/mrush10/page11
Contact Information

Instructor Name:                               Mike Rush, MS, CPC, LMHP

Office Location:                                Fort Omaha Campus, Building 10, Room 132D
Office Telephone:                             457-2365

Facsimile:                                         457-2256

Office Hours:                                    Wednesday from 12:00 pm until 3:00 pm
Email Address:                                  mrush@mccneb.edu
Faculty Web Site:                              www.mccneb.edu/academics
Academic Program Area:                 Business and Human Services
Course Information

Course Description:  This course focuses on factors necessary for the successful completion of practicum.  Topics in the course will include:  work behavior and work attitude; developing and writing appropriate goals and objectives; professional presentation and development; informational interviews to gather data about human service organizations/agencies; recognition and management of personal issues that may influence performance as a professional worker; policies, rules, procedures applicable to the practicum; 15 hours volunteering in a human service organization/agency.

Course Prerequisites:  HMSV 1010 or HMSV 1160, HMSV 1110, HMSV 1120, HMSV 1140, PSYC 1010,  ENGL 1010, MATH 1220 or higher and HMSV 2050  (can be concurrent enrollment). 
Course Objectives:  
a. Identify and describe positive work behaviors necessary for the practicum experience.

b. Write goals and objectives related to the practicum experience.

c. Demonstrate professional appearance and behavior necessary for a practicum experience.

d. Conduct informational interviews of selected human services/chemical dependency agencies for potential practicum experience.

e. Identify and describe personal issues that may present potential conflict in practicum and work.

f. Describe selected policies and procedures related to the practicum experience.

g. Participate as a volunteer for 15 hours in a human services/chemical dependency agency.

Required and Supplemental Materials:

Text:  The Successful Internship:  Transformation and Empowerment in Experiential Learning:  4th   Edition; H. Frederick Sweitzer and Mary A. King.

Human Services/Chemical Dependency Counseling Program Manual (provided by instructor if the student does not already have one).

SOFTWARE/FILE SUBMISSION REQUIREMENTS:

Metropolitan Community College uses Microsoft products as part of its standard software and encourages students to do the same. You may save word-processed documents for file attachments in Microsoft Word .doc or .docx format. If your software does not allow either of these, then save files in Rich Text Format (.rtf). 

Course Structure:

This class includes lecture and discussion along with writing assignments.  It also requires students to volunteer 15 hours at a human service agency.

Course Assessment

Types of Assessment/Assignments

Criteria for Determining Final Course Grade:  
Attendance/Participation                                                                        50 points

Personal Mission Statement                                                                  50 points

Goals and Objectives Assignment                                                       100 points
3 Agency Information Reports                                                              300 points

Program Manual Examination                                                              100 points

Volunteer Experience Report with Time Sheet                                    100 points

Quizzes (5)                                                                                             50 points
_______________________________________________________________

Total                                                                                                     750 points

A= 698-750 (93% to 100%)

B= 638-697 (85% to 92%)
C= 563-637 (75% to 84%)

D= 450-562 (60% to 74%)

Late Assignments:  Assignments are expected to be turned in on the date due (see Schedule of Assignments).  For each class day late the assignment will be lowered by one grade.  Assignments will not be accepted after being late for longer than one week.  No late assignments can be turned in after the last day of class.  Quizzes cannot be made up.

Incompletes will only be considered if a student has completed at least 75% of the class work and has extenuating circumstances as to why the class work could not be completed.  Documentation from a doctor or hospital will be required before granting an Incomplete grade.
Assignment Standards:  All assignments must be typed, double-spaced and proofread for writing errors.  For each writing error, ½ point will be deducted from the assignment.  
Maintenance of Student Records:  Assignments will be graded and returned to the student within a week of being turned in.  Assignments turned in on the last day of the quarter are kept one quarter for the student to pick up.

ASSESSMENT OF STUDENT LEARNING PROGRAM:

Metropolitan Community College is committed to continuous improvement of teaching and learning. You may be asked to help us to accomplish this objective. For example, you may be asked to respond to surveys or questionnaires. In other cases, tests or assignments you are required to do for this course may be shared with faculty and used for assessment purposes.

 USE OF STUDENT WORK:

By enrolling in classes offered by Metropolitan Community College, the student gives the College license to mark on, modify, and retain the work as may be required by the process of instruction, as described in the course syllabus. The institution shall not have the right to use the work in any other manner without the written consent of the student(s).

Student Expectations
Attendance:  Attendance is expected.  The student should look upon coming to class as they would going to a job.  The student will receive a grade for attendance and appropriate participation. Attendance/Participation Reporting:  To confirm each student’s eligibility to remain registered for the class, the instructor will officially report 
attendance/participation on or before the Census Date.  

Students who stop attending after the 10th day are subject to receiving an F. Being on time and staying for the entire time of class is also expected.  Being late to class or from break, or leaving early three times will constitute one absence.  The student is responsible for all missed materials.
Expectations regarding Classroom behavior:  Classroom settings are not intended to be therapeutic settings.  The classroom is an educational process.  Students and faculty are encouraged to display self-disclosure which is appropriate to the educational process.  Appropriate self-disclosure is the right kind, in the right amount, at the right time, and what others need to know.  Each individual is also expected to demonstrate a respect for the learning environment which includes respect for his or her fellow classmates and well as the instructor.  This includes speaking with permission, not interrupting others, not putting others down verbally or nonverbally when their opinion is different, and giving appropriate feedback in classroom discussions.  This also includes not speaking to one’s neighbor when the instructor is speaking or when another student has permission to speak, or doing other disruptive actions such as getting up in class to throw something away during the class discussions. If a student is repetitively disruptive, he or she may be asked to leave the class and will not be permitted to return until he or she has met with the Campus Dean and instructor. According to MCC policy food is not allowed in the classroom.  All drinks must have a lid.  Please turn all cellular phones off during class.  The College Policy of “Student Conduct Guidelines” will be pursued and applied as appropriate for person(s) who violate such principles of classroom behavior that interferes or impairs the educational process.  
COMMUNICATION EXPECTATIONS:

When you communicate with others in this course, you must follow the Student Conduct Code (http://mccneb.smartcatalogiq.com/en/current/Course-Catalog/Student-Services/Student-Conduct ), which calls for responsible and cooperative behavior. Please think critically, ask questions, and challenge ideas, but also show respect for the opinions of others, respond to them politely, and maintain the confidentiality of thoughts expressed in the class. 
RECORDING IN THE CLASSROOM:

Students may not video or audio record class sessions without the instructor’s knowledge and permission. If recording of class sessions is authorized as a reasonable accommodation under Americans with Disabilities Act (ADA), the instructor must have the appropriate documentation from College Disability Support Services. Permitted recordings are to be used only for the individual student’s educational review of the 
class session and may not be reproduced, posted, sold or distributed to others. Students who

ACADEMIC HONESTY STATEMENT:

Students are reminded that materials they use as sources for classwork may be subject to copyright protection. Additional information about copyright is provided on the library website at http://www.mccneb.edu/library or by your instructor. In response to incidents of student dishonesty (cheating, plagiarism, etc.), the College imposes specific actions that may include receiving a failing grade on a test, failure in the course, suspension from the College, or dismissal from the College. Disciplinary procedures are available in the Advising/Counseling Centers or at http://www.mccneb.edu/procedures/V-4_Student_Conduct_and_Discipline.pdf.

Notice:  This syllabus is written as an expectation of class topics, learning activities, and expected learning outcomes.  However, the instructor reserves the right to make changes in this schedule that may result in enhanced or more effective learning for students.  These modifications will substantially change the intent or objectives of this course and will be done within the policies and guidelines of Metropolitan Community College.
LEARNING SUPPORT 

Metro's Learning and Tutoring, Math, and Writing Centers can help you achieve educational success. The staff in these centers provide drop-in assistance with basic math, reading, writing and computer skills. We offer a friendly, supportive learning environment.  Self-paced computer-assisted instructional support in reading, vocabulary, typing, English as a Second Language, and online course orientation is also available. 

Detailed information about these services are in the Student Handbook, College Catalog, and online.  Links to these resources are located at http://www.mccneb.edu/ltc. 
COLLEGE POLICIES

College policies, such as student rights and responsibilities, academic standards, plagiarism, and etc. are outlined in the College Catalog and Student Handbook.  This information can be accessed via the online catalog at http://www.mccneb.edu/academics/catalog.asp. 

STUDENT WITHDRAWAL:  If you cannot participate in and complete this course, you should officially withdraw through My Services on the MCC My Way portal at http://myway.mccneb.edu or by calling Central Registration at 402-457-5231 or 1-800-228-9553. Failure to officially withdraw will result in either a failing (F) grade. The last date to withdraw is noted in the CLASS IDENTIFICATION section of this syllabus.
STUDENT CODE OF CONDUCT: The college has a standard code of conduct that involves consequences for specific academic and non-academic behavior that may result in a failing grade, probation, or suspension from the college.  More complete information about the code of conduct is located in the Student Services portion of the online catalog (http://www.mccneb.edu/catalog/studentinformation.asp). 
ACCOMMODATIONS FOR STUDENTS WITH DISABILITIES:
Metropolitan Community College will provide reasonable accommodations for persons with documented qualifying disabilities. It is the student’s responsibility to request accommodations from Disability Support Services (DSS) located in each Student Services Office. After students have arranged for accommodations with DSS, the student and instructor should privately discuss these accommodations. For further information, please contact DSS or visit http://www.mccneb.edu/dss/.
NONDISCRIMINATION & EQUAL OPPORTUNITY STATEMENT

Metropolitan Community College does not discriminate on the basis of race, color, national origin, religion, sex, marital status, age, disability or sexual orientation in admission or access to its programs and activities or in its treatment or hiring of employees.

TECHNOLOGY SUPPORT

For assistance with student email, passwords, and most other MCC technology, contact the Help Desk at 457-2900 or mcchelpdesk@mccneb.edu. 

TECHNOLOGY RESOURCES:

By using the information technology systems at MCC (including the computer systems and phones), you acknowledge and consent to the conditions of use as set forth in the Metropolitan Community College Procedures Memorandum on Acceptable Use of Information Technology and Resources. It is your responsibility as a student to be familiar with these procedures. The full text of the Procedures Memorandum may be found at the following website: http://www.mccneb.edu/procedures/X-15_Technology_Resources_Use.pdf
Schedule of Assignments (Subject to Change)

June 9                       Class introduction

                                  Student introductions

                                  Assign Agency Information Reports

                                  Assign Human Services Program Manual Examination
                                  Assign the Volunteer Experience Report
                                  Read Chapters 1 and 2
June 11                     Discuss Chapter 1- The Lay of the Land 
                                  Discuss Chapter 2- Framing the Experience: 
                                  The Developmental Stages of an Internship

                                  Read Chapters 3 and 4
June 16                    Agency Information Report One is due 
                                 Discussion on Chapter 3- Internship Essentials: Tools for Staying
                                 Engaged 
                                 Start discussion on Chapter 4- Starting with You:  Understanding
                                 Yourself
                                 Read Chapter 5
June 18                     Finish discussion on Chapter 4- Starting with You:  Understanding
                                  Yourself
                                  Discussion on the Personal Mission Statement
                                  Assign the Personal Mission Statement

                                  Discussion on Chapter 5- Experiencing the “What Ifs”: The

                                  Anticipation Stage
                                  Read Chapter 6
                                  
June 23                     Personal Mission Statement is due.
                                  Discussion on Chapter 6-Internship Essentials:  The Learning
                                  Contract and Supervision
                                  Discussion on Writing Goals and Objectives

                                  Assign the Goals and Objectives Assignment
                                  Read Chapter 7
June 25                     Goals and Objectives Assignment is due.
                                  Discussion on Chapter 7- Getting to Know The Clients
                                  Read Chapters 8 and 9 
June 30                       Agency Information Report Two is due.
                                   Discussion on Chapter 8- The Exploration Stage
                                   Discussion on Chapter 9- Internship Essentials:
                                   Advanced Tools for Staying Engaged and Moving Forward
                                   Read Chapters 10, 11, and 12

July 2                         Program Manual is due.
                                  Discussion on Chapter 10- Navigating the Internship Site
                                  Discussion on Chapter 11- Finding the Beat of the Community 
                                  Discussion on Chapter 12- Riding High:  The Competency Stage
                                  Read Chapter 13- Internship Essentials:  Professional, Ethical
                                  and Legal Issues
                                   
July 7                          Agency Information Report Three is due. 
                                   Discussion on Chapter 13-Internship Essentials:
                                   Professional, Ethical and Legal Issues                                                       

                                   Discussion on Chapter 14- And in the End:  The 
                                   Culmination Stage
July 9                          Volunteer Paper and hours are due.
                                   Discussion on Practicum Syllabus, Assignments, Seminar, and 

                                   State Requirements for Provisional Licensing

Expectations for the Learning Environment

Metropolitan Community College is committed to providing students a high quality learning experience with up-to-date equipment and facilities.  Metro’s faculty and staff are professionals who are dedicated to making our College a great learning environment so that students can reach their educational goals.

To promote a positive learning Environment, the instructor and students will…

Be respectful of all individuals in class

Strive for perfect attendance

Be Punctual – Arrive on time and return from breaks on time

Attend the entire class session

Come to class prepared

  (i.e., pen/pencil, textbook, paper, class supplies, etc.)

Complete and turn in assignments on time

Appropriately participate in classroom discussions and activities

Allow equal opportunity for all class member to participate

Show respect for the opinions of others by voicing disagreements in a courteous manner

Ask for help when necessary

If absent from class, take responsibility for missed content

Follow the Academic Honesty Policy

Follow the instructor’s guidelines regarding food and drink in the classroom

Turn off beepers, cell phones and musical devices during class

Avoid disruptive conduct (i.e. any behavior that interferes with class)

2015 (15/SS) Summer Quarter Important Dates   

Classes begin for 10-week/first 5-week sessions
Jun 5 F

Census Date/Tenth Day* date for first 5-week session
Jun 11 Th

Census Date/Tenth Day* date for ten-week session
June 18 Th

Student Withdrawal Deadline to “drop” a class without receiving a grade
Varies by Class**

Student Withdrawal Deadline to “drop” a class with a refund varies
See Refund Policy
Independence Day Break/college closed
July 3-4 F-Sa

Classes end for first 5-week session
July 11 Sa

Classes begin for second 5-week session
July 12 Su
Summer grades for first 5-week session due and posted by 7:00 a.m.
July 14 Tu

Census Date/Tenth Day* date for second 5-week session
July 17 F

Spring quarter “I” incomplete grades are due
Aug 1 Sa

Classes end for 10-week/second 5-week sessions
Aug 15 Sa

Summer grades for 10-week/second 5-week sessions due and posted by 7:00 a.m……..Aug19 W



Current Student (greater than 50 hours) Fall 2015 (15/FA) Registration begins……..….May 7 Th

Current Student (less than 50 hours) Fall 2015 (15/FA) Registration begins
May 11 M
General Registration Fall 2015 (15/FA) Registration begins
May 14 Th

*Tenth Day is the date on which your enrollment level is checked.  
**To view the last day to withdraw “drop” a class to prevent receiving a grade, go to the class schedule found online at http://www.mccneb.edu/schedule/classschedule.asp .  Then, find the course section and click on the Important Dates link on the same line as the course title.  Dates for each course section are automatically calculated based on the start and end dates and the number of sessions for a course.  A student must withdraw by this date to avoid an “F” grade.

Note:  Schedule changes may have implications for students on Financial Aid.  Check with the Financial Aid Office prior to any schedule changes at 402-457-2330.  The Census Date is the date on which Financial Aid Student’s enrollment is checked to determine the type and amount of authorized funds for the quarter. Payment is based on enrollment as of that date.


 REFUND POLICY for Credit Courses

A student is responsible for withdrawing “dropping” from a course(s) if unable to attend.  Non-attendance or non-payment does not relieve a student from the obligation to pay.  

An official schedule change that reduces or terminates a student’s academic credit load may entitle the student to a refund.  Go to “My Services” and click “Student Accounts”, then “Tuition Refund Modeler” to see the refund
