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Center of Excellence - Business 

Department Chair - Dr. Marina Grau 
Associate Chair – Charles Lewis 

Program Coordinator – Dr. Mesfin Genanaw 
Instructor- William C. Nantz, CPA, CFF, CGMA, PTIN, MBA, JD   

 
ACNT 1491 – Technical Writing and Research for Accountants 

 
Syllabus Changes This syllabus is subject to change.  When changes occur, the instructor will advise the students 
during class time and as an announcement on Eagle Online.  It will be the student’s responsibility when absent to 
check with the instructor, with fellow students and to check Eagle Online for announcements. The login is at 
https://eagleonline.hccs.edu/login/ldap.   
 
 

COVID-19 Forms & Reporting: 
HCC is implementing a variety of safety measures to help prevent the spread of COVID-19 when campuses 
reopen. One of the safety measures is to prevent individuals who may be infected with COVID-19 from accessing 
HCC buildings. 
Once campuses reopen, students should ask themselves the following questions prior to returning to campus: 

• Symptoms of COVID 19: 
o    In the past 10 days have you had any of the following symptoms?  Cough, repeated shaking 
with chills, muscle pain, sore throat, shortness of breath, loss of taste or smell, chills, diarrhea, 
headache or fever over 100.0 Fahrenheit. 

• Travel: 
o    In the past 14 days have you traveled to an area identified by the CDC, federal, state, or local 
officials that requires quarantine upon your return? 

• Contact with COVID 19: 
o    In the past 14 days have you had known contact with someone with a confirmed case of 
COVID-19? 

  
If you answer yes to any of the above you will not be permitted on campus without prior authorization. Anyone 
that answers yes to the above and has plans to return to campus in the next 14 days is asked to please complete 
this form Student Self-Reporting Form. After the form has been completed, someone from Student Services will 
contact you to review your circumstances and determine when you will be permitted to return to campus. 
  
Also, any student that requests any extension for submission of any assignments/exams or requests an 
“Incomplete” due to COVID must submit the Self-Reporting Form.  The instructor will not be able to grant 
extensions of assignments/exams until they are advised by the proper reviewing department that the Self-
Reporting Form has been submitted and verified.  The normal rule for granting “Incompletes” still applies and is 
granted if only a few assignments are left to be completed 
  
The direct link to the Student Self-Reporting Form is also below 
https://cm.maxient.com/reportingform.php?HoustonCC&layout_id=19 
 
Please know that HCC is concerned about your safety and I will address any concerns and ensure that you have 
an excellent semester while finishing the educational requirements to sit for the CPA Exam in a safe and proper 
manner. If you have any questions or concerns, please feel free to contact me.   

https://cm.maxient.com/reportingform.php?HoustonCC&layout_id=19
https://cm.maxient.com/reportingform.php?HoustonCC&layout_id=19
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Class Modality: This class is going to be directed through the HCC Canvas system. Homework, streaming, and 
the final will all be through Canvas. Please go immediately to https://eagleonline.hccs.edu/login/ldap  
and log into class. Logging in will record your attendance in the class.  
 

Canvas phone App:  

https://play.google.com/store/apps/details?id=com.instructure.candroid&hl=en_US 

https://apps.apple.com/us/app/canvas-student/id480883488 

Please check out the applicability of Canvas on your phone. Some classwork may be performed directly through the 
phone App, however most work should be done using your computer.  

 
INDEX 

 
Section 1: General Course Information  
Section 2: Instructor Information    
Section 3: Course Catalog Description   
Section 4: Program/Discipline/Course Goals/Scans or Core Curriculum Program  
Section 5: Textbook Information   
Section 6: Instructional and Technology Methods   
Section 7: Course Tentative Schedule - attached  
Section 8: Grading Process   
Section 9: HCCS and Course Policies  
Section 10: International Students   
Section 11: Student Support- Technical Support – Tutorial Services   
Section 12: EGLS3 –Student Survey   
Section 13: On Line Class & Additional information  
Section 14: Student Agreement  
 

 
SECTION 1 

Course Information 
Course Name:  Technical Writing and Research for Accountants 
Course Number ACNT 1491  Course Section: CRN 17586 
Semester:  Spring 2020    Date:  Jan. 19 - May 16, 2021 
Days and Hours:  Not applicable-online   Location:  Not applicable-online 
Prerequisite: ACCT 2302 (Principles of Accounting II) or its equivalent 
On Line Class: See Sections 6 and 13, Online Orientation Required for this class 
Credit Hours: Four (4) hours credit hours 
Total Course Contact Hours: Sixty-four (64) contact hours 
Course Length:  Sixteen (16) weeks 
Type of Instruction:  Online  
 

TSBPA CREDIT 
The Texas State Board of Public Accountancy requires each candidate to complete a minimum of two semester hours 
in accounting research and analysis or tax research and analysis from a recognized college using online 
authoritative literature, HCC uses RIA. Also there is a requirement of a minimum of two semester hours in 
accounting communications or business communications from a recognized college or university. The course must an 
intensive writing course. ACNT 1491 covers both of these requirements:  
 

https://eagleonline.hccs.edu/login/ldap
https://play.google.com/store/apps/details?id=com.instructure.candroid&hl=en_US
https://apps.apple.com/us/app/canvas-student/id480883488
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https://www.tsbpa.texas.gov/pdffiles/accounting-courses.pdf 
 
As instructed by the TSPBA, ACNT 1491 counts for CPA Exam purposes for both the research and communication 
requirements. However ACNT 1491 counts towards only  
 

2 hours of the required 30 hours of advanced accounting and 
2 hours towards the 24 hours of the required business classes. 

 
Make sure you fully understand this when planning for CPA Exam.  
Please contact your professor if you have any questions.  
 
Educational Credit for the CPA Exam:  
The Texas State Board of Public Accountancy (Board) requires that you have completed a baccalaureate or higher 
degree from a Board recognized institution of higher education to study at a Board recognized Texas community 
college to complete the educational requirements to qualify for the CPA Exam. Houston Community College is 
recognized as a qualifying Texas community college. This means that you have to have graduated from a recognized, 
four-year college BEFORE the first day of this class if you want this class to fulfill the Board’s education 
requirements to sit for the CPA Exam. 

SECTION 2 
  INSTRUCTOR INFORMATION 

Office Location:      West Loop Campus    Office Hours: By appointment 
Telephone Number: 713-542-5477 (cell)     Email:  william.nantz@hccs.edu 
 
Communication:   Feel free to contact me concerning any problems that you are experiencing in this course. You do 
not need to wait until you have received a poor grade before asking for my assistance. Your performance in my class 
is very important to me. I am available to hear your concerns and just to discuss course topics. Feel free to contact me 
by email, phone or set up an appointment to meet me at my office at the West Loop Campus located at 5601 West 
Loop South, Houston, Texas. 
 
Please set up your HCC email, and it can be forwarded to a primary email. This way you will get all HCC 
communications. Communication between the instructor and the student is primarily to be made through your email 
account at HCC, which is set up in People Soft as your primary email.  HCCS prefers that your primary email be your 
official HCCS email.  If you do have as your primary email an email other than your HCCS email, make sure that this 
information is correct.  You will always communicate with me to my official HCCS at and not through Eagle on Line 
Canvas mail.  Do not use In Box in Eagle on Line Canvas for communications. Always in the subject matter of 
every email put class information.  See Eagle on Line Canvas Module 1 document “First day instructions” on how to 
use email. 

SECTION 3 
COURSE CATALOG DESCRIPTION 

 
Course Catalog Description: This course is intended to develop the necessary skills for effective accounting and tax 
research in the 21st Century. Professional accountants use online and electronic accounting, auditing and tax research tools. 
This class will use the "Research Institute of America" as its primary provider of tools to learn and execute professional 
research techniques, it includes the following databases: WGL Electronic Tax Payroll and Accounting Tax Library RIA 
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Academic Advantage Essentials Library PPC FASB Reference Material on Checkpoint AICPA on CheckPoint PPC GASB 
Reference Material on Checkpoint The Research of America databases may be accessed from HCC's library. Proper tax and 
accounting research requires critical thinking skills and the ability to produce professional results. Other databases and 
techniques will be discussed in the class as well as the Research of America database. This class will address the technical 
skills necessary for professional research and will address CPA Exam related research issues. 

 
 

SECTION 4 
PROGRAM/DISCIPLINE/COURSE GOALS/SCANS OR CORE CURRICULUM 

 
Program/Discipline/Course Goals: This course focuses on accounting and business communications 
derived from the student's research and analysis of accounting and tax related matters. The primary purpose 
of this course is to provide students with skills related to specialized research and the related professional 
accounting and business communications. Students are expected to develop and demonstrate strategies for 
effective tax and accounting research. Once the research is performed, the student is expected to transfer the 
information and ideas from the research into a written form. 
  
This course is intended to develop the necessary skills for effective accounting and tax research in the 21st 
Century and to communicate this material in a clear and professional manner. Professional accountants use 
online and electronic accounting, auditing and tax research tools. This class will use the “Research Institute 
of America” as its primary provider of tools to learn and execute professional research techniques that will 
then be communicated in a professional manner. 
 
Class Attendance 
Please log in daily if possible for announcements, discussions, and important announcements within your Eagle-On-
Line homepage. Your Attendance & Class Participation evaluation will be based upon both your logging into the 
class and making comments on any pertinent class discussion in Eagle On-Line. 
 
On-line class attendance will be graded. You are to introduce yourself the first week. You are also to make one 
original post in the assigned discussion tab for the week and make at least one comment on someone else’s original 
post to receive credit. There are 15 tabs and 20 topics to be covered. You are required to post and make one comment 
in each topic.  
 
Evaluation and Requirements: 
Students are expected to read all assigned chapters, complete and submit all assignments on specific due date, make posts, 
and attend all classes.  The nature of the course is such that perfect attendance is essential for mastery of the course content.  
A missed class can never be duplicated.   
 
Accounting is best learned through doing.  Therefore, there are always homework assignments to do.  This will require a 
considerable commitment of time and effort from you.   
 
Learning Outcomes & Course Goals: 
This course focuses on accounting and business communications derived from the student's research and analysis of 
accounting and tax related matters. The primary purpose of this course is to provide students with skills related to 
specialized research and the related professional accounting and business communications. Students are expected to 
develop and demonstrate strategies for effective tax and accounting research. Once the research is performed, the 
student is expected to transfer the information and ideas from the research into a written form.  
 
This course is intended to develop the necessary skills for effective accounting and tax research in the 21st Century 
and to communicate this material in a clear and professional manner.  Professional accountants use online 
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accounting, auditing and tax research tools.  This class will use the “Research Institute of America” as its primary 
provider of tools to learn and execute professional research techniques that will then be communicated in a 
professional manner. 
 
Distance Education: 
This will answer many of your questions regarding online education at HCC, the Online Education Student 
Handbook is located here:  
 
http://www.hccs.edu/resources-for/current-students/student-handbook/  
 
You need to review this handbook. It is the student's responsibility to be familiar with the handbook's contents. The 
handbook contains valuable information, answers, and resources, such as Online Learning contacts, policies and 
procedures (how to drop, attendance requirements, etc.), student services (ADA, financial aid, degree planning, etc.), 
course information, testing procedures, technical support, and academic calendars.  
 
Access to your course: Please go to the HCC Canvas System https://eagleonline.hccs.edu/    or the Houston Community 
College’s website at http://www.hccs.edu and look for the Online Education link; here, you can locate your course on the 
listing of courses within the Online Education department.  
 
Course Description: 
This course is intended to develop the necessary skills for effective accounting and tax research in the 21st Century. 
Professional accountants use online accounting, auditing and tax research tools. This class will use the Checkpoint as 
its primary provider of tools to learn and execute professional research techniques, it includes the following 
databases:   
 

WGL Electronic Tax Payroll and Accounting Tax Library 
RIA Academic Advantage Essentials Library 
PPC FASB Reference Material on Checkpoint 
AICPA on CheckPoint 
PPC GASB Reference Material on Checkpoint   

 
The Checkpoint databases may be accessed from HCC’s library on its A to Z databases website: 
https://library.hccs.edu/az.php under C: https://library.hccs.edu/az.php?a=c 
Proper tax and accounting research requires critical thinking skills and the ability to produce professional results. 
Other databases and techniques will be discussed in the class as well as the Checkpoint database. Use of Google as 
your primary research tool will cause your grades to suffer. This class will address the technical skills necessary for 
professional research and will address CPA Exam related research issues.   
 
Checkpoint Training: 
https://producttraining.checkpoint.thomsonreuters.com/Training/enroll.asp?classguid=%7B567E1C09-
74BC-4456-980D-19AD708B060B%7D 
 
PCAOB Standards: 
http://pcaobus.org/STANDARDS/Pages/default.aspx    
 
FASB Standards: 
http://www.fasb.org/jsp/FASB/Page/LandingPage&cid=1175805317350  
 
New AICPA Code of Conduct: 
http://www.aicpa.org/research/standards/codeofconduct/Pages/default.aspx  
 
HCC: HCC databases: https://library.hccs.edu/az.php   

https://eagleonline.hccs.edu/
http://www.hccs.edu/
https://library.hccs.edu/az.php
https://library.hccs.edu/az.php?a=c
https://producttraining.checkpoint.thomsonreuters.com/Training/enroll.asp?classguid=%7B567E1C09-74BC-4456-980D-19AD708B060B%7D
https://producttraining.checkpoint.thomsonreuters.com/Training/enroll.asp?classguid=%7B567E1C09-74BC-4456-980D-19AD708B060B%7D
http://pcaobus.org/STANDARDS/Pages/default.aspx
http://www.fasb.org/jsp/FASB/Page/LandingPage&cid=1175805317350
http://www.aicpa.org/research/standards/codeofconduct/Pages/default.aspx
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HCC’s on-line library provides an extensive source of research material and may be found at http://librus.hccs.edu/.  
 

SECTION 5  
TEXTBOOK INFORMATION 

 
Textbook and Related Material (Required):   
 

Accounting and Auditing Research:  Tools and Strategies 
Thomas R. Weirich, 8th Edition 
ISBN:  978-1-118-02707-3 
 
Technical Communication, 9th Ed. 
Paul V. Anderson 
ISBN: 978-1-305-66788-4 

 
SECTION 6 

INSTRUCTIONAL/TECHNOLOGY METHODS 
 
Instructional Methods: 100 % Online 
 
On-Line Orientation: MANDATORY FOR HCC Online Classes 
Complete your on-line orientation http://www.hccs.edu/online/ and then locate the link for Orientation.  If you 
are having problems assessing the class, contact a HCC On Line support technician at 713-718-5275.  You also 
may visit the HCC Support Center at  http://www.hccs.edu/online/ 
Completing the HCCS On Line orientation does not count as attendance.    
This class will be using Eagle on Line Canvas  https://eagleonline.hccs.edu 
You will be required to log into Eagle on Line at least two (2) times a week to read any announcements and 
review your grade book.  
  
Technical Compliance: 
Students are expected to maintain a state of technical compliance, including (but not limited to): up-to-date 
software as required by the instructor; a stable Internet connection; and use of the Firefox browser when using 
Eagle Online.  The instructor is NOT required to give consideration for lost/missing/unacceptable work stemming 
from technical non-compliance and/or end-user technical issues. 
 

SECTION 7 
COURSE TENTATIVE SCHEDULE 

The Assignment Schedule is attached at the end and it will also be posted in the class, please do not forget to post 
your comments at least twice in each topic for credit. The schedule may change, so please follow the schedule in 
the class.  
 
 
 

SECTION 8 
GRADING PROCESSES 

 
https://www.hccs.edu/programs/catalog/   (see HCC Grading System) 
Please see a more detailed discussion of grading in online class materials.  

http://librus.hccs.edu/
http://www.hccs.edu/online/
http://www.hccs.edu/online/
https://eagleonline.hccs.edu/
https://www.hccs.edu/programs/catalog/
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Homework Assignments 
A listing of homework assignments, exam dates, etc., will be posted in Eagle-On-Line. You must upload all your 
assignments to EagleOnline no later than 11:59 pm each Saturday.  The homework must be typed and no 
handwritten homework will be accepted. Late homework will not be accepted and written homework uploaded as PDF 
file will receive no credit. 
 
All assignments will be typed. Any assignments turned in the wrong format, without the assignment name or the student's 
name as recorded in the HCC/Student Administration system will receive no credit.    This schedule will be followed 
throughout this course.  Any modifications to this schedule will be announced in Eagle-Online. 
Any assignment sent to the professor by email will receive no credit.  
Points will not be given for assignments posted late. Points may be given at the discretion of your professor. Even if 
homework is accepted late, it may not be given full credit.  
 
Plagiarism will not be tolerated. Each student is to do their own homework and papers. If one student plagiarizes 
another's work, it is grounds for an "F" or zero credit on the homework and an "F" in the class.   
 
All written homework is expected to be typed. Handwritten homework will not be accepted for a grade. 
 
Your final grade for this course will be based on how well you do in meeting the evaluation requirements listed on your 
assignment schedule and applying the grading scale which is listed below.  
 
 
Evaluation and Requirements: 
Students are expected to read all assigned chapters, complete and submit all assignments on the due dates, and 
log in on a regular basis to Eagle-On-Line. Instructor will monitor this via Eagle-On-Line. 
 

Final Exam   100 points 
CPA Exam Research Homework -Memo     50 points 
Research Projects - Memos 2x   100 points 
Major Research Project - Paper   100 points 
Attendance, Class Discussion & Participation     32 points 
Homework 2x   100 points 
Total    482 points 

  
 
 
Grading Scale: 
 

90 - 100% = A (433 to 482 points) 
80 -   89% = B (386 to 432 points) 
70 -   79% = C (337 to 385 points) 
60 -   69% = D (289 to 336 points) 
BELOW 60% = F (    0 to 288 points) 

 
Class Discussion: 
You are to post in the on-line discussion boards every week, at least two posts for each topic. Yes, each topic as 
outline at the end of the syllabus. This means you may have to post frequently if you want credit. 

 
Assignments: 
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1.  3 homework assignments requiring accounting or tax research. 
 

 #1:  Training on RIA system, scan and upload CPE PDF certificate after completing RIA training for student 
and professors. 50 points 

 
 #2:   Answer a simulated CPA exam written communication question. Do not copy the example answer, 

doing so will result in an "F" in this course; i.e., answer the question yourself. Possible essay questions can 
be located on the AICPA website and examples will be provided in class. 25 points 

 
 #3:   Answer a possible CPA exam written communication question. Do not copy the example answer, doing 

so will result in an "F" in this course; i.e., answer the question yourself. Possible essay questions can be 
located on the AICPA website and examples will be provided in class. 25 points 

 
2. CPA Exam Research:  1 memo (2 pages long plus referencing) on one of the following topics:  
 
 How to answer a CPA Exam Essay Question 
 What are the major differences between U.S. GAAP and IFRS. 
 
This means that you are to do one memo and you get to choose from either one of the two topics above. The total 
points is 50 points. This memorandum should indicate research and writing skills regarding the topic you picked. 
Prepare a two (2) page memo using no less than one (1) primary reference and a total of four (4) references. 
 
3. Research Assignments:  Prepare two (2) one page memorandums demonstrating your research and writing 
skills. The memorandums should demonstrate your understanding of the specific topic you select, be written in 
the proper format, and include an introduction and conclusion. Each memo is to be one page of written 
information and another page for referencing. You need to have one primary reference and a total of three 
references. Remember, irs.gov and ria.com are not references. RIA is a search engine of accounting and tax 
related material. Also, IRS Publications are not primary sources, and are not to be relied upon. Please locate the 
proper reference from the material presented. You will lose points if the written portion goes over one page. The 
possible topics are outlined below. 

 
Research topics are limited to the topics outlined below. You can use the two research memos to help prepare the 
final research paper. Prepare a research project with a topic from one of the following general topics. You are to 
select a more specific topic in one of the general areas outlined below: 
  
   Individual Taxation 
 Gift & Estate Taxation 
 Corporate Taxation  
 Financial Accounting and Reporting 
 Auditing 
 
Use of a general topic such as “Individual Taxation” or any of the general topics listed below is not acceptable 
for your memos or Major Research Project. Please pick a very specific topic.  
 
The topic of the memorandum is one found in the area of the general topic, but is not to be the general topic 
itself.  Please provide at least one primary reference and a minimum of three references to support the 
contentions in your research memorandum. You can write each memorandum on a similar topic as it relates to 
your Major Research Project and use the information from your memos in your final project. Each memorandum 
is worth 50 points.  
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You cannot use the following as a topic for your major research project or your one-page memos: 
 
 What are the major differences between U.S. GAAP and IFRS,  
 Any forensic or fraud related topics, 
 Economics related to the implementation of a tax policy,  
 Any ethics related topic, or 
 Any general discussion of taxation, auditing or financial reporting 
 
Memo format: Memos are to be single spaced, typed and written in memorandum form. The references should be 
both embedded in the text MLA style with a separate Works Cited page, which is a list of references used in your 
memo.  You can use the topic of you memos as the same topic as your major research project, it just can’t 
be any of these topics listed above for the memos or the major research project.  
 
4. Major research project – 100 points.  Use APA style for the paper. This means a cover page, abstract, double 
spaced with references. {Please note, memorandums are to use a memorandum style.} Select a specific topic 
from the one of the general topics outlined in the research assignments to perform your major research project. 
You may use the same topic as your memo(s) in your major research project.   
 
The topic is not to be as broad as Individual Taxation, but is to be a specific topic found in the area of Individual 
Taxation.  The body of this project is to be at least 6 pages and no long than 9 pages double spaced. The page 
length does not include Cover, Abstract or Works Cited. Use the APA style outline and paper format found at 
http://owl.english.purdue.edu/owl/resource/560/01/ . 
 
The major research project is to have no less than 6 primary sources and no less than a total of 9 sources. 
 
5. Final Exam – 100 points, covering accounting and tax research techniques, research databases and related 
covered material. Expertise in this area will be demonstrated by writing a one-page memorandum in under one 
hour, with at least one primary reference and a total of three references. I will provide you with the topic of your 
memo and it will be tax related.  You are expected to use RIA to research a tax topic and properly reference your 
research. Remember, irs.gov and ria.com are not primary sources.  If you use Google as your primary source for 
your research, your grade will suffer. 
 
The final exam will be in Canvas. Please review the Canvas materials regarding the final exam and ask any 
questions. You will have one hour to complete the exam. Do not wait to take the exam until the last minute.   
 
Attendance and Achieving Minimum Grade on the Final Exam 
Any student who fails to take the proctored final exam will receive a zero for the exam and an "F" for the 
course.  Also, if a student scores less than 50% on the final exam, then he/she will receive an "F" 
overall grade for the course. This will be the case regardless of the percentage that the final exam may 
be worth in the course overall grade-evaluation.  
Skipping the final exam-Any student that fails to take the Final Exam will receive a zero for the exam and 
an "F" for the course.  
 
These dates are subject to HCC requirements, and may change. It is YOUR obligation to make sure you can 
take final. You failure to act in a timely manner may cause you to fail this course.   
 
 
 
 
 
 

http://owl.english.purdue.edu/owl/resource/560/01/
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Homework Assignments 
A listing of chapters, exam dates, etc. will be posted in Eagle-On-Line. You must upload all your assignments 
to EagleOnline no later than 11:59 pm due date.  The homework must be typed and no handwritten 
homework will be accepted. Late homework will not be accepted and written homework uploaded as PDF file 
will receive no credit. 
 
All assignments will be typed. Any assignments turned in the wrong format, without the assignment name or the 
student's name as recorded in the HCC/Student Administration system will receive no credit.  An assignment 
schedule is attached to this syllabus.  This schedule will be followed throughout this course.  Any modifications 
to this schedule will be announced in Eagle-Online. 
 
Any assignment sent to the professor by email will receive no credit.  
Points will not be given for assignments posted late. Points may be given at the discretion of your professor. Even 
if homework is accepted late, it may not be given full credit.  
 
Plagiarism will not be tolerated. Each student is to do their own homework and papers. If one student plagiarizes 
another's work, it is grounds for an "F" or zero credit on the homework and an "F" in the class.   
 
Use proper referencing such as MLA for the memos and APA for the final project.  Please review the on-line 
discussions regarding the use of each. 
 
HCC’s on-line library provides an extensive source of research material and may be found at 
http://library.hccs.edu/home. The on-line library includes over 100 searchable databases at http://library.hccs.edu/atoz. 
To access the websites provided by HCC if not on campus, click on the database you want to access and following the 
instructions for logging onto the database. On the West Loop campus you may access all these resources. 
 
To perform off-campus online research using Checkpoint, go to https://library.hccs.edu/az.php Look under "C" for 
Checkpoint. Please log out of Checkpoint when you are done. This will allow other students to use Checkpoint. 
  
The ability to demonstrate research skills through your written assignments and proper use of a Works Cited page is an 
important component to demonstrating your ability to properly research material related to this course. Research requires 
the ability to identify the appropriate research question and then identify and properly utilize key search terms to be used 
in performing electronic searches through large volumes of data. The information located will need to be located from 
multiple sources and analyzed. The analysis will culminate in a properly prepared memorandum, valuation, and 
homework assignments. 
 
*IMPORTANT FOR RESEARCH TOPICS: RIA Checkpoint Education License for RIA’s Academic Advantage 
Program is available in all our open labs and in the library on the West Loop Campus.  This license includes RIA tax 
code, FASB Accounting Standards, AICPA Resource – Professional Literature. *IMPORTANT FOR RESEARCH 
TOPICS: RIA Checkpoint Education License for RIA’s Academic Advantage Program is available in all our open 
labs and in the libraries.  This license includes RIA tax code, FASB Accounting Standards, AICPA Resource – 
Professional Literature. 

 
Class Attendance 
Please log in daily if possible for announcements, discussions, and important announcements within your Eagle-
On-Line homepage. Your Attendance & Class Participation evaluation will be based upon both your logging into 
the class and making comments on any pertinent class discussion in Eagle On-Line. 
 
On-line class attendance will be graded. You are to introduce yourself the first week and this is worth 1 point. You 
are also to make one original post in the assigned discussion tab for the week and make at least one comment on 
someone else’s original post to receive credit. There are 15 topics to be covered and you are required to post and 
make one comment in each topic to get 2 points of credit under each topic. You will also receive one point credit for 
the submission of the topic of your Major Research Project.   

http://library.hccs.edu/home
http://library.hccs.edu/atoz
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FINAL EXAM 

Skipping the final exam-Any student that fails to take the Final Exam will receive a zero for the exam and 
an "F" for the course. The final will be taken using the online Canvas Quiz function. 
 
The final exam will be in Canvas. Please review the Canvas materials regarding the final exam and ask any 
questions. You will have one hour to complete the exam. Do not wait to take the exam until the last minute.   
 
Attendance and Achieving Minimum Grade on the Final Exam 
Any student who fails to take the proctored final exam will receive a zero for the exam and an "F" for 
the course.  Also, if a student scores less than 50% on the final exam, then he/she will receive an 
"F" overall grade for the course. This will be the case regardless of the percentage that the final exam 
may be worth in the course overall grade-evaluation.  
 
Skipping the final exam-Any student that fails to take the Final Exam will receive a zero for the exam and 
an "F" for the course.  
 
These dates as outline in Canvas are subject to HCC requirements, and may change. It is YOUR obligation 
to make sure you can take final. You failure to act in a timely manner may cause you to fail this course.   

 
These dates are subject to HCC requirements, and may change. It is YOUR obligation to make sure you can 
take final. You failure to act in a timely manner may cause you to fail this course.   
 

FINAL EXAM CONTENT 
  
The Final Exam will require you to write a one-page memorandum with a minimum of three references, and a 
minimum of one being a primary reference.. The response to be final will need to be typed and you will need to be 
able to access the Internet and RIA to perform your research. If it appears as if you use just Google or irs.gov for your 
research, your grade will suffer. Remember, irs.gov is not a primary resource. If you do the homework and follow 
along in class, there should be no surprises. 
 
Scoring less than 50% on the final exam: If a student's final exam score is less than 50%, then he/she will receive an 
"F" overall grade for the course. This will be the case regardless of the percentage that the final exam may be worth 
in the course overall grade-evaluation. 
 
Remember, there is no makeup Final Exam and the ONLY TEST in this class is the Final Exam.  
 
 
FINAL GRADE OF FX 
Students who stop attending class and do not withdraw themselves prior to the withdrawal deadline may either be 
dropped by their professor for excessive absences or be assigned the final grade of “FX” at the end of the 
semester. Students who stop attending classes will receive a grade of “FX”, compared to an earned grade of “F” 
which is due to poor performance. Logging into an online course without active participation is seen as non-
attending.  Students that also fail to complete a minimum of the course work may also receive an FX or 
may be withdrawn from the class.   
 
Please note that HCC will not disperse financial aid funding for students who have never attended class. Students 
who receive financial aid but fail to attend class will be reported to the Department of Education and may have to 
pay back their aid. A grade of “FX” is treated exactly the same as a grade of “F” in terms of GPA, probation, 
suspension, and satisfactory academic progress. 
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International Students:  For guidelines on FX, see other discussion herein.  
 
Your final grade for this course will be based on how well you do in meeting the evaluation requirements listed 
on your assignment schedule and applying the grading scale which is listed below. 
 

SECTION 9 
HCCS AND COURSE POLICIES 

 
CLASS REGISTRATION: It is important that you log on to this course in the HCC Canvas System.  
 
Students Rights:  Anti-Discrimination: Title IX of the Education Amendments of 1972 requires that institutions 
have policies and procedures that protect students’ rights with regard to sex/gender discrimination.  Information 
regarding these rights are on the HCC website under Students-Anti-Discrimination.  Students who are pregnant 
and require accommodation s should contact any of the ADA Counselors for assistance. 
 
It is important that every student understands and conforms to respectful behavior while at HCC.  Sexual 
misconduct is not condoned and will be addressed promptly.  Know your rights and how to avoid these difficult 
situations. 
Please review the following if you have any questions:  
http://www.hccs.edu/district/students/anti-discrimination/ 
http://www.hccs.edu/district/departments/institutionalequity/title-ix-know-your-rights/ 
 
You may also log into www.edurisksolutions.org to read more about respectful behavior. Sign in using your HCC 
student email account, then go to the button at the top right that says Login and enter your student number. 
 
Drops and Withdrawals: 
It is the responsibility of each student to officially drop or withdraw from a course.  Failure to officially withdraw may 
result in the student receiving a grade of F in the course.  A student my officially withdraw in any of the following ways: 
 

1.   Complete an official withdrawal form at any HCCS campus. 
2.   Withdraw on-line. 
3.   Send a letter requesting withdrawal to: 

Registrar 
 Houston Community College System 

  O. Box 667517 
Houston, TX  77266-7517 
 
The withdrawal will be effective as of the date of the postmark. 
Withdrawals will NOT be accepted by telephone. 

It is the responsibility of each student to officially drop or withdraw from a course.  Failure to officially withdraw may 
result in the student receiving a grade of F in the course.  Procedures for withdrawing from a class are found in the 
Student Handbook. 
 
International Students: Receiving a W in a course may affect the status of your student visa.  Once a W is given for the 
course, it will not be changed to an F because of visa considerations. 
 
New Policy: Students who repeat a course three or more times will face significant tuition/fee increases at HCC and other 
Texas public colleges and universities.  Please seek tutoring or other assistance prior to considering course withdrawal. 
 
Incompletes: 
The grade of “I” (incomplete) is conditional.  If you receive an “I,” you must arrange with your instructor to complete the 
course work by the end of the following term (excluding summer).  After the deadline, the “I” becomes an “F.”  See the 

http://www.hccs.edu/district/students/anti-discrimination/
http://www.hccs.edu/district/departments/institutionalequity/title-ix-know-your-rights/
http://www.edurisksolutions.org/
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Student Handbook for more information.  My policy for issuing an incomplete is that you must have completed all 
semester coursework except the final, and have a minimum of a C average. 
 
Academic Honesty: 
A student who is academically dishonest is, by definition, not showing that the coursework has been learned, and that 
student is claiming an advantage not available to other students. The instructor is responsible for measuring each student's 
individual achievements and also for ensuring that all students compete on a level playing field. Thus, in our system, the 
instructor has teaching, grading, and enforcement roles. You are expected to be familiar with the University's Policy on 
Academic Honesty, found in the catalog. What that means is: If you are charged with an offense, pleading ignorance of 
the rules will not help you. Students are responsible for conducting themselves with honor and integrity in fulfilling 
course requirements. Penalties and/or disciplinary proceedings may be initiated by College System officials against a 
student accused of scholastic dishonesty.  “Scholastic dishonesty” includes, but is not limited to, cheating on a test, 
plagiarism, and collusion. 
 
Cheating on a test includes: 
 
• Copying from another students’ test paper;  
• Using  materials not authorized by the person giving the test; 
• Collaborating with another student during a test without authorization; 
• Knowingly using, buying, selling, stealing, transporting, or soliciting in whole or part the contents of a test that has 

not been administered; 
• Bribing another person to obtain a test that is to be administered. 

 
Plagiarism means the appropriation of another’s work and the unacknowledged incorporation of that work in one’s own 
written work offered for credit. 
 
Collusion mean the unauthorized collaboration with another person in preparing written work offered for credit.  
 
Possible punishments for academic dishonesty may include a grade of 0 or F in the particular assignment, failure in the 
course, and/or recommendation for probation or dismissal from the College System. (See the Student Handbook) 
 

https://www.hccs.edu/programs/catalog/   (see HCC Grading System) 
 
The Learning Web: 
Your course syllabus and other information can be found on The Learning Web.  From the HCCS homepage, click 
Southwest, click “The Learning Web,” click Faculty, type in Instructor’s name, choose the course. 
 
HCCS Website: Our website is: http://www.hccs.edu 
 
Evaluation for Greater Learning Student Survey System: At Houston Community College professors believe that 
thoughtful student feedback is necessary to improve teaching and learning. During a designated time, you will be asked to 
answer a short online survey of research-based questions related to the instruction in this class. The anonymous results of 
the survey will be made available to your professors and division chairs for continual improvement of instruction. Look 
for the survey as part of the Houston Community College Student System online near the end of the term. 

 
SEXUAL HARASSMENT: 
It is a violation of HCC policy for an employee, agent, or student of the College to engage in sexual harassment as 
defined in the Equal Employment Opportunity Commission (EEOC) guidelines.  Any student who has a complaint 
concerning this policy has the opportunity to seek resolution of such a complaint in accordance with procedures set forth 
in the Student Handbook.  Report any complaints immediately to College Administration or call the Institutional Equity 
& Compliance Office 713.718.8271. 

https://www.hccs.edu/programs/catalog/
http://www.hccs.edu/
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AMERICANS WITH DISABILITIES ACT (ADA) COMPLIANCE 
Any student with a documented disability (e.g., physical, learning, psychiatric, vision, earing, etc.) who needs to arrange 
reasonable accommodations must contact the Disability Support Services Office (DSSO) of their respective college at the 
beginning of each semester. Faculty is authorized to provide only the accommodation(s) requested by the DSSO.  For 
information and services at HCC Southwest, contact   Dr. Becky Hauri, ADA Counselor, at 713.718.7910.  
 
Repeat Course Fee 
The State of Texas encourages students to complete college without having to repeat failed classes.  To increase student 
success, students who repeat the same course more than twice, are required to pay extra tuition.  The purpose of this extra 
tuition fee is to encourage students to pass their courses and to graduate.  Effective fall 2006, HCC will charge a higher 
tuition rate to students registering the third or subsequent time for a course. If you are considering course withdrawal 
because you are not earning passing grades, confer with your instructor/counselor as early as possible about your study 
habits, reading and writing homework, test taking skills, attendance, course participation, and opportunities for tutoring 
or other assistance that might be available.  
 
Online Behavior 
As your instructor and as a student in this class, it is our shared responsibility to develop and maintain a positive learning 
environment for everyone.  Your instructor takes this responsibility very seriously and will inform members of the class if 
their behavior makes it difficult for him/her to carry out this task.  As a fellow learner, you are asked to respect the 
learning needs of your classmates and assist your instructor achieve this critical goal.  
 
Course Credit for the CPA Exam:  
Educational Credit for the CPA Exam: The Texas State Board of Public Accountancy (Board) requires that you have 
completed a baccalaureate or higher degree from a Board recognized institution of higher education to study at a Board 
recognized Texas community college to complete the educational requirements to qualify for the CPA Exam. Houston 
Community College is recognized as a qualifying Texas community college. This means that you have to have graduated 
from a recognized, four-year college BEFORE the first day of this class if you want this class to fulfill the Board's 
education requirements to sit for the CPA Exam. 
 
Instructor Website: 
From the HCCS homepage, choose Southwest College, choose “The Learning Web,” choose Faculty, type in your 
instructor’s name. Your instructor will have a copy of the syllabus and other pertinent information for you at the website: 
http://learning.hccs.edu/faculty/william.nantz  
 

SECTION 9 
 

 Section 9:  HCCS and Course Policies 
a. Attendance guidelines: Face to Face, Hybrid or On-Line classes 
As stated in the HCC Catalog, all students are expected to attend classes regularly. Students in On Line 
courses must log into their Eagle on Line class or they will be counted as absent. Just like an on-campus 
class, your regular participation is required.    

http://www.hccs.edu/about-hcc/procedures/student-rights-policies--procedures/student-procedures/ 

      https://www.hccs.edu/programs/catalog/ 

      (see class attendance) 

  
b. Active Participation: 

http://learning.hccs.edu/faculty/william.nantz
http://www.hccs.edu/about-hcc/procedures/student-rights-policies--procedures/student-procedures/
https://www.hccs.edu/programs/catalog/
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During the course, I reserve the right to withdraw you from the course due to excessive non-participation in 
class assignments or activities 

 Active participation is based upon ATTEMPTING AND SUBMITTING Connects assignments for grading. 
Your instructor will continuously monitor the number of SUBMITTED Connect assignments and your grade 
average 

 Any grade average of 50 % or lower will alert your instructor to review your course work and determine if 
the grade average is due to lack of submitted work or lack of understanding the material. A student may be 
considered as non-participating and subject to withdrawal if they have attempted and submitted less than 
75% of your assignments.   

 Official Day of Record: 
 Drops and Withdrawals: HCC Course Withdrawal Policy   
See below link for guidelines and rules 

http://www.hccs.edu/applying-and-paying/financial-aid/withdrawal-policy/ 

 If a student decides to drop or withdraw from a class upon careful review of other options, the student 
can drop online prior to the deadline through their HCC Student Service 
Center: https://hccsaweb.hccs.edu:8080/psp/csprd/?cmd=login&languageCd=ENG 

Although it is the responsibility of the student to withdraw officially from a course, the professor also has the 
authority to block a student from accessing Eagle online, and/or to withdraw a student for excessive absences 
or failure to actively participate regularly. Online students who do not log into their Eagle on Line class 
before the Official Day of Record will be automatically dropped for non-attendance. Completing the On-Line 
orientation does not count as attendance. 

 HCC 6 Course Drop Policy 

http://www.hccs.edu/about-hcc/procedures/student-rights-policies--procedures 

 Financial Aid and Withdrawal 

https://www.hccs.edu/applying-and-paying/financial-aid/withdrawal-policy/ 

 Repeat Course Fee 

https://www.hccs.edu/about-hcc/procedures/student-rights-policies--procedures/ 

https://www.hccs.edu/applying-and-paying/tuition-calculator/ 

  
h. HCC Policy Statements 

     http://www.hccs.edu/resources-for/current-students/student-handbook/ 

 Ability Services Offices: Formerly Disabilities Services Office 

https://www.hccs.edu/support-services/ability-services/ 

   Academic Honesty: 

      http://www.hccs.edu/about-hcc/procedures/student-rights-policies--procedures/student-procedures/ 

      Academic Dishonesty for this class will result in an automatic zero for the assignment and an “F” for 

http://www.hccs.edu/applying-and-paying/financial-aid/withdrawal-policy/
https://hccsaweb.hccs.edu:8080/psp/csprd/?cmd=login&languageCd=ENG
http://www.hccs.edu/about-hcc/procedures/student-rights-policies--procedures
https://www.hccs.edu/applying-and-paying/financial-aid/withdrawal-policy/
https://www.hccs.edu/about-hcc/procedures/student-rights-policies--procedures/
https://www.hccs.edu/applying-and-paying/tuition-calculator/
http://www.hccs.edu/resources-for/current-students/student-handbook/
https://www.hccs.edu/support-services/ability-services/
http://www.hccs.edu/about-hcc/procedures/student-rights-policies--procedures/student-procedures/
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      the course or the student has the option to withdraw if the Official Withdrawal date has not passed. 

 Student Services: 

      http://www.hccs.edu/resources-for/current-students/student-handbook/ 

 Incompletes: 

It is my policy not to give a grade of “I” (incomplete). 

 Title IX Parenting and Pregnancy Guidelines 

To learn about your Title IX rights under parenting and pregnancy, please click on the link below. If you 
have further questions, please contact the Office of Institutional Equity. 

https://www.hccs.edu/departments/institutional-equity/title-ix-know-your-rights/ 

 Campus Carry Law 

At HCC the safety of our students, staff, and faculty is our first priority. As of August 1, 2017, Houston 
Community College is subject to the Campus Carry Law (SB11 2015). For more information, visit the HCC 
Campus Carry web page at  

http://www.hccs.edu/departments/police/campus-carry/campus-carry-and-open-carry-faqs/ 

 If an on-line class – Also see Section 13 
 
Students with Disabilities: 
Any student with a documented disability (e.g. physical, learning, psychiatric, vision, hearing, etc.) who needs to arrange 
reasonable accommodations must contact the Disabilities Services Office at the respective college at the beginning of 
each semester.  Faculty is authorized to provide only the accommodations requested by the Disability Support Services 
Office. 
Houston Community College is dedicated to providing an inclusive learning environment by removing barriers 
and opening access for qualified students with documented disabilities in compliance with the Americans with 
Disabilities Act (ADA) and Section 504 of the Rehabilitation Act. Ability Services is the designated office 
responsible for approving and coordinating reasonable accommodations and services in order to assist students 
with disabilities in reaching their full academic potential. In order to receive reasonable accommodations or 
evacuation assistance in an emergency, the student must be registered with Ability Services. 
  
If you have a documented disability (e.g. learning, hearing, vision, physical, mental health, or a chronic health 
condition), that may require accommodations, please contact the appropriate Ability Services Office below. 
Please note that classroom accommodations cannot be provided prior to your Instructor’s receipt of an 
accommodation letter and accommodations are not retroactive. Accommodations can be requested at any time 
during the semester, however if an accommodation letter is provided to the Instructor after the first day of class, 
sufficient time (1 week) must be allotted for the Instructor to implement the accommodations. 
  
Ability Service Contact Information 
 Central College 713.718.6164 
Coleman College 713-718-7376 
Northeast College 713-718-8322 
Northwest College713-718-5422, 713-718-5408 
Southeast College 713-718-7144 
Southwest College 713-718-5910 
Adaptive Equipment/Assistive Technology 713-718-6629, 713-718-5604  
Interpreting and CART services 713-718-6333 

http://www.hccs.edu/resources-for/current-students/student-handbook/
https://www.hccs.edu/departments/institutional-equity/title-ix-know-your-rights/
http://www.hccs.edu/departments/police/campus-carry/campus-carry-and-open-carry-faqs/
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a. Attendance guidelines: Face to Face, Hybrid or On-Line classes 

As stated in the HCC Catalog, all students are expected to attend classes regularly. Students in On Line 
courses must log into their Eagle on Line class or they will be counted as absent. Just like an on-campus 
class, your regular participation is required.     
http://www.hccs.edu/about-hcc/procedures/student-rights-policies--procedures/student-procedures/ 

      http://www.hccs.edu/programs/catalog/general-course-information 
      (see class attendance) 
 
b. Active Participation: 

During the course, I reserve the right to withdraw you from the course due to excessive non-participation in 
class assignments or activities 
 
Active participation is based upon ATTEMPTING AND SUBMITTING Connects assignments for grading. 
Your instructor will continuously monitor the number of SUBMITTED Connect assignments and your grade 
average 
 
Any grade average of 50 % or lower will alert your instructor to review your course work and determine if 
the grade average is due to lack of submitted work or lack of understanding the material. A student may be 
considered as non-participating and subject to withdrawal if they have attempted and submitted less than 
75% of your assignments.    
 
The instructor will apply the above-mentioned guidelines for officially withdrawing a student before or by 
the official day of withdrawal.  These same guidelines will also apply after the official day of withdrawal in 
assigning a final grade of FX.  
 
Also, review page 1 about the requirement that you must log into Eagle on Line at a minimum of two (2) 
times a week.  Checking in everyday would be advisable.  Any modifications to any schedule will be posted 
in an “Announcement”, email or a revision in the syllabus 
 
Official Day of Record and guidelines It is important that you LOG INTO THIS COURSE IN EAGLE ON 
LINE for attendance purposes.  It is important that you log on to this course in the HCC Canvas 
System within 5 days of the start of the class or I may indicate to the registrar that you have never 
attended, and you may be dropped from this course. Or, if you don’t log in or participate in the 
course, you will receive an “F” in the course. 
 

c. Drops and Withdrawals: HCC Course Withdrawal Policy   
See below link for guidelines and rules 
http://www.hccs.edu/applying-and-paying/financial-aid/withdrawal-policy/ 
 
If a student decides to drop or withdraw from a class upon careful review of other options, the student 
can drop online prior to the deadline through their HCC Student Service Center: 
https://hccsaweb.hccs.edu:8080/psp/csprd/?cmd=login&languageCd=ENG 
Although it is the responsibility of the student to withdraw officially from a course, the professor also has the 
authority to block a student from accessing Eagle on Line, and/or to withdraw a student for excessive 
absences or failure to actively participate regularly. On Line students who do not log into their Eagle on Line 
class before the Official Day of Record may be automatically dropped for non-attendance. Completing the 
On-Line orientation does not count as attendance.  

 
d. HCC 6 Course Drop Policy 

http://www.hccs.edu/about-hcc/procedures/student-rights-policies--procedures 
 

http://www.hccs.edu/about-hcc/procedures/student-rights-policies--procedures/student-procedures/
http://www.hccs.edu/programs/catalog/general-course-information
http://www.hccs.edu/applying-and-paying/financial-aid/withdrawal-policy/
https://hccsaweb.hccs.edu:8080/psp/csprd/?cmd=login&languageCd=ENG
http://www.hccs.edu/about-hcc/procedures/student-rights-policies--procedures
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e. Financial Aid and Withdrawal 
http://www.hccs.edu/applying-and-paying/financial-aid/withdrawal-policy/ 

 
f. Repeat Course Fee 

http://www.hccs.edu/programs/catalog/costrefund-information/ 
 
g. HCC Policy Statements 

 https://www.hccs.edu/about-hcc/procedures/student-rights-policies--procedures/ 

https://www.hccs.edu/applying-and-paying/tuition-calculator/ 

  
Americans with Disabilities Act (ADA)-Students with Disabilities: 
      http://www.hccs.edu/support-services/disability-services/student-resources/ 
      http://www.hccs.edu/support-services/disability-services/ 
 
h. Academic Honesty: 
      http://www.hccs.edu/about-hcc/procedures/student-rights-policies--procedures/student-procedures/ 
      Academic Dishonesty for this class will result in an automatic zero for the assignment and an “F” for 
      the course or the student has the option to withdraw if the Official Withdrawal date has not passed. 
 
i. Student Services: 
      http://www.hccs.edu/resources-for/current-students/student-handbook/ 
 
j. Incompletes: 

It is my policy not to give a grade of “I” (incomplete). 
 
k. Title IX Parenting and Pregnancy Guidelines 
To learn about your Title IX rights under parenting and pregnancy, please click on the link below. If you have 

further questions, please contact the Office of Institutional Equity.  
http://www.hccs.edu/support-services/disability-services/student-resources/ 
 
l. If an on-line class – Also see Section 13   
 
m. Ability Services Offices: Formerly Disabilities Services Office 
https://www.hccs.edu/support-services/ability-services/ 

 

Academic Honesty: 

      http://www.hccs.edu/about-hcc/procedures/student-rights-policies--procedures/student-procedures/ 

      Academic Dishonesty for this class will result in an automatic zero for the assignment and an “F” for 

    Student Services:       http://www.hccs.edu/resources-for/current-students/student-handbook/ 

  
l. Incompletes: 
It is my policy not to give a grade of “I” (incomplete). 

  

http://www.hccs.edu/applying-and-paying/financial-aid/withdrawal-policy/
http://www.hccs.edu/programs/catalog/costrefund-information/
https://www.hccs.edu/about-hcc/procedures/student-rights-policies--procedures/
https://www.hccs.edu/applying-and-paying/tuition-calculator/
http://www.hccs.edu/support-services/disability-services/student-resources/
http://www.hccs.edu/support-services/disability-services/
http://www.hccs.edu/about-hcc/procedures/student-rights-policies--procedures/student-procedures/
http://www.hccs.edu/resources-for/current-students/student-handbook/
http://www.hccs.edu/support-services/disability-services/student-resources/
https://www.hccs.edu/support-services/ability-services/
http://www.hccs.edu/about-hcc/procedures/student-rights-policies--procedures/student-procedures/
http://www.hccs.edu/resources-for/current-students/student-handbook/
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m. Title IX Parenting and Pregnancy Guidelines 
To learn about your Title IX rights under parenting and pregnancy, please click on the link below. If you have 

further questions, please contact the Office of Institutional Equity. 

https://www.hccs.edu/departments/institutional-equity/title-ix-know-your-rights/ 

  

n. Campus Carry Law At HCC the safety of our students, staff, and faculty is our first priority. As 
of August 1, 2017, Houston Community College is subject to the Campus Carry Law (SB11 2015). For 
more information, visit the HCC Campus Carry web page at  

http://www.hccs.edu/departments/police/campus-carry/campus-carry-and-open-carry-faqs/ 
 

SECTION 10 
INTERNATIONAL STUDENTS 

 
Please contact the International Student Office at 713-718-8520 if you have additional questions about your visa 
status.  http://www.hccs.edu/support-services/international-students/ 
Effective Fall 2017, F-1 international students must earn letter grades (A, B, C, D or F). A grade of “FX” (failing 
because of non-attendance) will no longer count towards the full-time enrollment requirement. “FX” is not 
considered a valid letter grade and demonstrates the student is not maintaining F-1 immigration status. 

Also, please note that the longstanding policy of “W” grades not counting toward full-time enrollment 
remains in effect. 
F-1 students must maintain at least 12 credit hours during the fall and spring semesters (9 credit hours during the 
summer, if this is their first semester of attendance at HCC). International students holding an F-1 visa are limited 
to no more than the equivalent of one class or 3 credits 
 

SECTION 11 
STUDENT SUPPORT- TECHNICAL SUPPORT – TUTORIAL SERVICES 

\ 
A. Tutorial Services 

http://www.hccs.edu/resources-for/current-students/tutoring/ 
B. Technical Support: 

http://www.hccs.edu/online/technical-support/ 
C. Student Support Services 

http://www.hccs.edu/support-services/ 
D. Password resets 

http://www.hccs.edu/resources-for/current-students/password-reset-information/ 
 

SECTION 12 
EGLS3 -- EVALUATION FOR GREATER LEARNING STUDENT SURVEY SYSTEM 

At Houston Community College, professors believe that thoughtful student feedback is necessary to improve 
teaching and learning. During a designated time near the end of the term, you will be asked to answer a short 
online survey of research-based questions related to instruction. The anonymous results of the survey will be 
made available to your professors and department chairs for continual improvement of instruction. Look for the 
survey as part of the Houston Community College Student System online near the end of the term. Please see 

https://www.hccs.edu/departments/institutional-equity/title-ix-know-your-rights/
http://www.hccs.edu/departments/police/campus-carry/campus-carry-and-open-carry-faqs/
http://www.hccs.edu/support-services/international-students/
http://www.hccs.edu/resources-for/current-students/tutoring/
http://www.hccs.edu/online/technical-support/
http://www.hccs.edu/support-services/
http://www.hccs.edu/resources-for/current-students/password-reset-information/
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http://www.hccs.edu/resources-for/current-students/egls3-evaluate-your-professors/ 
 

SECTION 13 
ON-LINE CLASS-IF APPLICABLE 

 
On-Line Orientation: MANDATORY FOR HCC Online Classes 
Complete your on-line orientation http://www.hccs.edu/online/ and then locate the link for Orientation.  
If you are having problems assessing the class, contact a HCC On Line support technician at 713-718-
5275.  You also may visit the HCC Support Center at  http://www.hccs.edu/online/ 
Completing the HCCS On Line orientation does not count as attendance.    
This class will be using Eagle on Line Canvas  https://eagleonline.hccs.edu 
 
HCC Online Courses: 
The HCC Online Student Handbook contains policies and procedures unique to the On-Line student. 
Students should have reviewed the handbook as part of the mandatory orientation. It is the student's 
responsibility to be familiar with the handbook's contents. The handbook contains valuable information, 
answers, and resources, such as On Line contacts, policies and procedures (how to drop, attendance 
requirements, etc.), student services (ADA, financial aid, degree planning, etc.), course information, 
testing procedures, technical support, and academic calendars. Refer to the On-Line Student Handbook 
by visiting this link: http://www.hccs.edu/online/ 
http://www.hccs.edu/online/class-orientation--handbook/ 
 
HCC On Line for advising, counseling, social networking, facebook, twitter, library sources: 
http://www.hccs.edu/online/ 
 
Virtual Classroom Conduct: 
As with on-campus classes, all students in HCC On Line Education courses are required to follow all 
HCC Policies & Procedures, the Student Code of Conduct, the Student Handbook, and relevant sections 
of the Texas Education Code when interacting and communicating in a virtual classroom with faculty 
and fellow students. Students who violate these policies and guidelines will be subject to disciplinary 
action that could include denial of access to course-related email, discussion groups, and chat rooms or 
being removed from the class.  
 
As your instructor and as a student in this class, it is our shared responsibility to develop and maintain a 
positive learning environment for everyone.  Your instructor takes this responsibility very seriously and 
will inform members of the class if their behavior makes it difficult for him/her to carry out this task.  As 
a fellow learner, you are asked to respect the learning needs of your classmates and assist your instructor 
to achieve this critical goal.  Inappropriate behavior also includes emails that the language of the email is 
considered by the instructor as not being conducive to a positive environment.  Your instructor will 
advise you if the email is inappropriate and ask for you to refrain from future inappropriate emails.  The 
instructor has the right to refer all actions deemed inappropriate to Administration for further action 
 
hours of distance education (online class) per semester that will count towards the full-time status 

SECTION 14 
STUDENT AGREEMENT AND RESPONSIBILITIES- 

http://www.hccs.edu/resources-for/current-students/egls3-evaluate-your-professors/
http://www.hccs.edu/online/
http://www.hccs.edu/online/
https://eagleonline.hccs.edu/
http://www.hccs.edu/online/
http://www.hccs.edu/online/class-orientation--handbook/
http://www.hccs.edu/online/
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YOU MUST READ THIS SECTION 
 
Please review the following items to verify that you have the basic skills, equipment and much needed 
ambition to properly complete this course:  
1.  You have read the syllabus and understand the grading system and course requirements. 
2.   You are responsible for managing & scheduling your time to study & complete  
      assignments by the designated due dates.  
3.  You are responsible for having the correct book according to the syllabi. 
4.  I Extra credit work is not provided.   
5.  You are not a person that waits until the last minute to complete your work.  
      a.  Assignment due dates are NEVER extended. 
      b.  NEVER ask for an extension. 
      c.  Complete your work well before the due date – if an issue arises (computer or  
           personal), there is still time to resolve. 
      d.  An emergency situation does not constitute a valid reason for extensions of due  
          dates.   
6.  You are self-motivated and tenacious in your pursuit of the correct answer. 
7.  You have access to a computer, PC platform with Adobe, Microsoft Word and Excel. 
     a.  You have a basic understanding of how to use Word and Excel. 
     b.  Submitted documents must be in a word document 
     c.  You know how to attach documents when submitting.    
8.   If your personal computer fails at any time, you have convenient access to another computer. 
9.  You know how to use the Internet to search and download a program. 
10.  If you are having trouble with Eagle Online or a publisher homework system, you are capable of 
contacting the proper organization’s customer support for assistance. 
11.   If you are having trouble with the course material, you can spend time with an accounting tutor or 
call, email, or set an appointment to see me. 
12.  Disputed grades must be resolved within one week of the grade posting, excluding the last week of 
the course. 
13.  I understand the grading scale as outlined in the syllabi and more detailed in the class, and that my 
final grade average is what I have earned and that negotiations of my grade is not acceptable.   
      
 
 
COVID UPDATES: 

https://www.hccs.edu/resources-for/current-students/communicable-diseases/ 

Travel, Self-Quarantine & Self-Reporting Requirements 

Please remember the following restrictions and HCC guidelines remain in effect. 

• All students, faculty and staff are required to report personal travel outside of the United States 
using the travel notification forms listed below. 

o Student Travel Notification Form 

o Faculty & Staff Travel Notification Form 

https://www.hccs.edu/resources-for/current-students/communicable-diseases/
https://cm.maxient.com/reportingform.php?HoustonCC&layout_id=20
https://forms.hccs.edu/PerfectFormsSSO/player.htm?f=39AAggQm
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• Students, faculty or staff that travel to a Level 2 or Level 3 area as listed by the CDC are required 
to self-quarantine for 14 calendar days. 

• Any students, faculty or staff that are experiencing symptoms or with concerns about being 
exposed to COVID-19 are asked to complete one of the following forms immediately. 

o Student Self-Reporting Form 

o Faculty & Staff Self-Reporting Form 

Any student that requests any extension for submission of any assignments/exams or requests an 
“Incomplete” due to COVID must submit the Self-Reporting Form.  The instructor will not be able to 
grant extensions of assignments/exams until they are advised by the proper reviewing department that 
the Self-Reporting Form has been submitted and verified.  The normal rule for granting “Incompletes” 
still applies and is granted if only a few assignments are left to be completed.  
 
 
. 

https://cm.maxient.com/reportingform.php?HoustonCC&layout_id=19
https://forms.hccs.edu/PerfectFormsSSO/player.htm?f=_9AAggQn
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