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COURSE SYLLABUS 
 
COURSE TITLE: College Skills  PREFIX & NUMBER: COL 103 

LECTURE HOURS: 3.0  LAB HOURS: 0.0 

CONTACT HOURS: 3.0  CREDIT HOURS: 3.0 
 
CATALOG DESCRIPTION: 
 
This course includes selected topics such as career planning, study skills, stress management, self-
esteem and other group activities to facilitate student success. 
 
TEXTBOOKS AND OTHER REQUIRED MATERIALS: 
 
Dave Ellis.  Becoming a Master Student.  10th Edition, Houghton Mifflin. 
The textbook is packaged with a required Daytimer provided by the publisher. 
 
COURSE OBJECTIVES: 
 
STUDY SKILLS 
 
 1. College Orientation - The student will identify the student services and the administrative 

structure of the College as it relates to study skills. 
 
 2. Note Taking - The student will be able to demonstrate an ability to take notes. 
 
 3. Test Taking - The student will be able to describe the techniques of test taking.  This will 

include multiple-choice, true/false, short answer, essay, and matching type test items. 
 
 4. Memory Techniques - The student will select a memory technique and demonstrate its use. 
 
 5. Learning Style - The student will take a learning style inventory, determine his/her style 

and apply it in the classroom. 
 
 6. Learning Environment - The student will demonstrate good general study and classroom 

skills. 
 
 7. Library Resources - The college librarians will conduct an in-depth orientation to the 

resources and research aids of the library. 
 
LIFE SKILLS 
 
 1. College Orientation - The student will identify the student services and the administrative 

structure of the College as it relates to life skills. 
 
 2. Communication - The student will demonstrate appropriate verbal and nonverbal 

communication skills. 
 
 3. Problem Solving - The student will demonstrate a technique of problem solving. 
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LIFE SKILLS (Cont) 
 
 4. Cultural Awareness - The student will demonstrate an awareness of the pluralistic culture 

and world in which we live by: 
 
  a. Learning about general population trends and information. 
  b. Learning specific techniques for effectively functioning in a pluralistic society. 
  c. Applying this knowledge to a specific sub-group to which the student does not belong. 
 

5. Health Issues - The student will identify and prescribe standards of sensible health habits. 
 

6. Life Management Skills – The student will demonstrate effective budgeting of time, 
effective assessment and management of stress, organization of tasks for various life roles. 

 
CAREER EXPLORATION 
 
 1. College Orientation - The student will identify the student services and the administrative 

structure of the College as it relates to career exploration. 
 
 2. Career Development (Career Plan) - The student will complete a career decision-making 

project including the following: 
 
  a. Self-assessment 
  b. Career exploration 
  c. Decision making 
  d. Preparation (training, resume writing, filling out applications, interviewing techniques 
  e. Job skills  
 

3. Awareness of Change – The student will demonstrate an understanding of the role and 
pace of change in the world of work. 

 
GRADING SYSTEM AND POLICY: 
 

Final grades will be awarded according to the 
following grading scale. 
 
 91    - 100 = A 
 81    -  90 = B 
 71    - 80 = C 
 65    - 70 = D 
 Below  65 = F 
 
A grade of 64 or less will constitute failure of 
the student in the course. 

METHOD OF EVALUATION: 
 
Evaluation will be based on the demonstration 
of competency on each objective and 
completion of outside assignments and class 
participation. 
 
Library Unit...................................................  10% 
Midterm .........................................................  20% 
Final Exam ....................................................  25% 
Projects & Quizzes........................................  20% 
Classroom Assignments..............................  25% 
TOTAL 100% 

For your safety, if you have a medical condition that results in seizures, blackouts, etc. 
(e.g., from epilepsy, diabetes), please inform your instructor.  This information will be kept 
confidential.  If you wish to seek accommodations due to a disability, please contact Services for 
Students with Disabilities, Building 410, Room 210. 
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ACCOMMODATIONS FOR STUDENTS WITH SPECIAL NEEDS: 
 
The College will make reasonable accommodations for persons with documented disabilities.  
Students should notify the Counselor for Students with Disabilities (located in Counseling and 
Career Development, Building 410, Room 210) and their instructors of any special needs.  
Instructors should be notified on the first day of classes. 
 
ELECTRONIC COMMUNICATION DEVICES IN CLASSROOMS: 
 
To minimize classroom disruptions and protect the integrity of test-taking situations, activated 
electronic communication devices such as pagers and telephones are generally not permitted in 
classrooms at Trident Technical College.  The only exception to this policy will be for on-call 
emergency personnel (police, fire, EMS), who will be required to notify their classroom 
instructor of their need for such devices at the beginning of the term and provide 
documentation verifying their occupation.  However, on-call emergency personnel may not 
leave a testing situation, communicate by electronic means and return to complete an 
examination.  In these cases, instructors should make arrangements for re-testing. 
 
ATTENDANCE POLICY: 
 
Prompt and regular attendance is the responsibility of each student.  In most cases, a student 
must attend at least 80 percent of classes in a course in order to have an opportunity to earn a 
passing grade.  The student is responsible for all material covered and all assignments made in 
class.  Any time a student is absent from a class, laboratory, or other scheduled event, it is the 
student’s responsibility to make satisfactory arrangements for any make-up work permitted by 
the instructor.  It is the student’s responsibility to initiate the paper work required to drop or 
withdraw from courses.  Failure to attend classes does not constitute proper procedure for 
dropping or withdrawal and may result in the grade of F.  Contact the Admissions and Records 
office for additional information. 
 
All Veteran students are required to maintain attendance in order to earn VA benefits.  
Whenever a veteran student's absences exceed 20 percent of the hours assigned to the course, 
the VA student will be administratively dropped for excessive absences.  An instructor may 
administratively withdraw a student who has missed more than 10 percent of contact hours for 
the course if the student has not notified the instructor of reasons for the absences prior to 
reaching the 10 percent limit.  Contact the Veterans Assistance office for additional information. 
 
FACULTY AVAILABILITY: 
 
Your instructor is available to you outside of class for academic assistance.  Full-time faculty 
maintain and post regularly scheduled office hours.  Part-time faculty are accessible in a variety 
of ways, which may include conferences before and after class or by appointment, telephone 
conferences, and E-mail.  The phone number for contacting your instructor is provided on your 
syllabus addendum or cover sheet. 
 

THIS SYLLABUS IS SUBJECT TO CHANGE BY INSTRUCTOR 



<<
  /ASCII85EncodePages false
  /AllowTransparency false
  /AutoPositionEPSFiles true
  /AutoRotatePages /None
  /Binding /Left
  /CalGrayProfile (Dot Gain 20%)
  /CalRGBProfile (sRGB IEC61966-2.1)
  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)
  /sRGBProfile (sRGB IEC61966-2.1)
  /CannotEmbedFontPolicy /Error
  /CompatibilityLevel 1.4
  /CompressObjects /Tags
  /CompressPages true
  /ConvertImagesToIndexed true
  /PassThroughJPEGImages true
  /CreateJDFFile false
  /CreateJobTicket false
  /DefaultRenderingIntent /Default
  /DetectBlends true
  /ColorConversionStrategy /LeaveColorUnchanged
  /DoThumbnails false
  /EmbedAllFonts true
  /EmbedJobOptions true
  /DSCReportingLevel 0
  /SyntheticBoldness 1.00
  /EmitDSCWarnings false
  /EndPage -1
  /ImageMemory 1048576
  /LockDistillerParams false
  /MaxSubsetPct 100
  /Optimize true
  /OPM 1
  /ParseDSCComments true
  /ParseDSCCommentsForDocInfo true
  /PreserveCopyPage true
  /PreserveEPSInfo true
  /PreserveHalftoneInfo false
  /PreserveOPIComments false
  /PreserveOverprintSettings true
  /StartPage 1
  /SubsetFonts true
  /TransferFunctionInfo /Apply
  /UCRandBGInfo /Preserve
  /UsePrologue false
  /ColorSettingsFile ()
  /AlwaysEmbed [ true
  ]
  /NeverEmbed [ true
  ]
  /AntiAliasColorImages false
  /DownsampleColorImages true
  /ColorImageDownsampleType /Bicubic
  /ColorImageResolution 300
  /ColorImageDepth -1
  /ColorImageDownsampleThreshold 1.50000
  /EncodeColorImages true
  /ColorImageFilter /DCTEncode
  /AutoFilterColorImages true
  /ColorImageAutoFilterStrategy /JPEG
  /ColorACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /ColorImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000ColorACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000ColorImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasGrayImages false
  /DownsampleGrayImages true
  /GrayImageDownsampleType /Bicubic
  /GrayImageResolution 300
  /GrayImageDepth -1
  /GrayImageDownsampleThreshold 1.50000
  /EncodeGrayImages true
  /GrayImageFilter /DCTEncode
  /AutoFilterGrayImages true
  /GrayImageAutoFilterStrategy /JPEG
  /GrayACSImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /GrayImageDict <<
    /QFactor 0.15
    /HSamples [1 1 1 1] /VSamples [1 1 1 1]
  >>
  /JPEG2000GrayACSImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /JPEG2000GrayImageDict <<
    /TileWidth 256
    /TileHeight 256
    /Quality 30
  >>
  /AntiAliasMonoImages false
  /DownsampleMonoImages true
  /MonoImageDownsampleType /Bicubic
  /MonoImageResolution 1200
  /MonoImageDepth -1
  /MonoImageDownsampleThreshold 1.50000
  /EncodeMonoImages true
  /MonoImageFilter /CCITTFaxEncode
  /MonoImageDict <<
    /K -1
  >>
  /AllowPSXObjects false
  /PDFX1aCheck false
  /PDFX3Check false
  /PDFXCompliantPDFOnly false
  /PDFXNoTrimBoxError true
  /PDFXTrimBoxToMediaBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXSetBleedBoxToMediaBox true
  /PDFXBleedBoxToTrimBoxOffset [
    0.00000
    0.00000
    0.00000
    0.00000
  ]
  /PDFXOutputIntentProfile ()
  /PDFXOutputCondition ()
  /PDFXRegistryName (http://www.color.org)
  /PDFXTrapped /Unknown

  /Description <<
    /ENU (Use these settings to create PDF documents with higher image resolution for high quality pre-press printing. The PDF documents can be opened with Acrobat and Reader 5.0 and later. These settings require font embedding.)
    /JPN <FEFF3053306e8a2d5b9a306f30019ad889e350cf5ea6753b50cf3092542b308030d730ea30d730ec30b9537052377528306e00200050004400460020658766f830924f5c62103059308b3068304d306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103057305f00200050004400460020658766f8306f0020004100630072006f0062006100740020304a30883073002000520065006100640065007200200035002e003000204ee5964d30678868793a3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>
    /FRA <>
    /DEU <>
    /PTB <>
    /DAN <>
    /NLD <>
    /ESP <>
    /SUO <>
    /ITA <>
    /NOR <>
    /SVE <>
  >>
>> setdistillerparams
<<
  /HWResolution [2400 2400]
  /PageSize [612.000 792.000]
>> setpagedevice


