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Pikes Peak State College:
Institutional Syllabus

Academic Honesty, Plagiarism and Student Conduct
Pikes Peak State College places the highestvalue on academic honesty and integrity.
Students who disregard that value deprive themselves of the learning experience they
have investedin andwillneed forfuture success. Therefore, you are expected to
always doyourownwork. Academic dishonesty includes butis not limited to
submitting material prepared by someone else as your own; plagiarism (passing off
another person’sideas, writings, etc., as your own); failure to cite sources adequately or
correctly, using electronic data sources such as the internet, phone texting, computer
IM, or smart devices such as the smartwatch or Al personal assistants without express
permission of the instructor, cheating on tests by using unauthorized materials; having
someone else take an online test for you; sharing your work or test answers with
another student to submit as their own. If you are unclear on what counts as academic
dishonesty, please consult with your instructor. /f it is proven that you have been
academically dishonest, the instructor will impose the appropriate penalty as indicated
on the course syllabus, up to a zero grade for the test/assignment. For more severe
infractions, the instructor, in consultation with the Executive Dean, may assign a failing
grade for the course.

In addition, academic dishonesty violates the PPSC Student Standards of Conduct, and
a report will be made to the Dean of Students for possible disciplinary action under the
Colorado Community College System Student Behavioral Expectations and

Responsibilities (BP 4-30). Disciplinary action may occur for any standards of conduct

violations, including in-class behavior which disrupts the instructor’s ability to teach and
other students’ ability to learn. Please review the Student Behavioral Expectations and

Responsibilities (Code).

Digital Literacy Policy
All students are expected to demonstrate digital literacy skills necessary for academic
and professional success. This includes the responsible use of technology systems,
ethical application of artificial intelligence (Al) tools, and professional communication in
digital spaces.
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Digital Literacy Expectations

e Usethe Learning Management System (LMS) regularly to access announcements,
assignments, and grades.
e Checkcollege email daily for official communication.
e Accessthe Student Portal for registration, records, and support services.
e Use library databases and other academic resources for research and citation.
Artificial Intelligence (Al) Use
Students must follow the Al Policy outlined in the Institutional Syllabus. Individual
instructors or departments may set additional expectations regarding the use of
generative Al tools in their courses. Students are responsible for reviewing those
expectations within each course syllabus and asking their instructor for clarification as
needed.
When Al use is permitted, students must disclose when and how Al tools were used using
proper citation format. One example may be found at Brown University’s LibGuide.
Digital Conduct & Integrity
e C(Cite all digital and Al sources appropriately.

e Protect personal and institutional data.
e Submit original work and respect copyright.
e Communicate respectfully and professionally in all online spaces.
Technology & Support
Students are responsible for maintaining reliable access to a computer or device capable
of  running  required software and a stable internet  connection.
Support is available through the PPSC Help Desk, Division of Online Learning, and the
24/7 Help Desk.
The Ethics of Artificial Intelligence (Al)
The introduction of generative artificial intelligence (Al) tools (such as ChatGPT, and
Lumen) are changing the ways we work, learn, communicate, and think. Thisis an

exciting and challenging time, with great possibilities that also carry serious risks. At
PPSC, we acknowledge that there remains a great deal of uncertainty in how to approach
the use of these new tools for building online courses, creating new online pedagogies,
and communicating with students in higher education. As these technologies rapidly
change and evolve, we recognize that we will need to adjust our procedures more quickly
than we are normally comfortable with. However, if we can center our approach to the
use of Al tools with PPSC’s core values, then we can engage with these technologies in
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ways that will maximize benefits for students, faculty, and instructors, while minimizing

risks.

Student Use of Artificial Intelligence (Al)
This policy outlines the guidelines and ethical considerations for the use of Artificial
Intelligence (Al) technologies within Pikes Peak State College. Its purpose is to ensure
that Al is used in a way that enhances learning, respects privacy, maintains academic
integrity, and fosters an inclusive educational environment.
Artificial Intelligence, in particular generative Al, refers to the simulation of human
intelligence processes by machines, especially computer systems. These processes
include learning, reasoning, problem-solving, and understanding language. Instructors
may choose from amongst three policies or any combination thereof. Option 1 allows the
use of generative Al in a course with proper attribution; Option 2 would allow generative Al
use at specified times with proper attribution; and Option 3 does not permit the use of
generative Al at all.
Absent a separate clear statement from your course instructor, the following rules will
apply to the use of generative Al in Pikes Peak State College courses.
Acceptable Uses of Al

e Al should help you think. Not think for you. Use of tools to provide ideas, help
outline thoughts, brainstorm, better understand complex problems only.

e Engage with Al responsibly and ethically. Share the output of Al ethically and
responsibly.

e You are 100% responsible for your final product. As the user, if Al makes a
mistake, you make a mistake. This means ideas must be attributed, facts are true,
and sources must be verified.

e The use of Al must be open and documented. You must cite your use of Al.

Unacceptable Uses of Al

e Academic Dishonesty: Using Al to complete assignments, projects, tests, or any
other academic work without explicit permission from the instructor is prohibited.

e Privacy Violations: Employing Al to monitor or track individuals without their
consent or in ways that infringe on their privacy rights is strictly forbidden.

e Bias and Discrimination: Al applications must not perpetuate or exacerbate
biases or discriminatory practices. All Al tools must be regularly audited for
fairness and inclusivity.

Regular and Substantive Interaction
In September 2023 the US Department of Education clarified the difference between
distance and correspondence education. A key change of that mandate is the
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requirement for “regular and substantive interaction” (RSI) between students and

instructors in asynchronous online courses. RSl is defined by the Department of
Education as regular and meaningful communication between students and instructors,
either in real-time or through asynchronous methods as detailed in Title 34.B.VI.A §600.2.
In distance education, this RSl should be apparent in course design.

While issues of generative Artificial Intelligence (Al) are evolving, and PPSC encourages
the use of Al as a tool for faculty and instructors within the classroom, the Department of
Education has determined that “interactions with artificial intelligence . . . will not meet
the statutory requirements for regular and substantive interaction (Federal Register.
Office of Postsecondary Education 2020)'.” Students can expect that their instructor(s)
will continue to participate regularly and substantively in all distance education
classrooms, and that Al will only be used to supplement instruction and/or to teach Al
literacy skills.

Accreditation
The College is accredited by The Higher Learning Commission.

Americans with Disabilities Act (ADA) Academic Accommodations
Any student eligible for and needing academic accommodations due to a disability is
encouraged to speak with the ACCESSibility Services (AS) Team. The following link
provides additional information: PPSC ACCESSibility Services webpage. You can email

accessibilityservices@pikespeak.edu or contact AS at 719.502.3333. Reasonable

accommodations are determined through an interactive process that involves the student
and AS specialists. We encourage students with accommodations to discuss them with
their instructors as soon as they receive them. Self- advocating for reasonable
accommodations is the responsibility of the student. AS recommends that students
request for reasonable accommodations before the first week of class. But students are
welcome to make accommodation requests at any time during the semester. Students
and Faculty are encouraged to contact ACCESSibility Services for information and
assistance at any time.

Assessment
The faculty and staff at PPSC are committed to student learning and success. Therefore,

students may periodically be asked to participate in an assessment activity for their
program or department, or for the college. These activities might include taking a test,

1 “Distance Education and Innovation” (2020, Sept. 9). Federal Register. Office of Postsecondary Education, Department
of Education.

https://www.federalregister.gov/documents/2020/09/02/2020 -18636/distance-education-and-innovation
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providing a writing sample, or speaking on a topic. They are designed to help faculty

improve programs and teaching strategies and to promote student growth. For more
information, visit the Assessment landing page.

Campus Closure and Alternate Instructional Delivery
Due to circumstances beyond our control (i.e., natural disasters, extreme and extended
inclement weather, pandemics, etc.) the college may change modes of instructional
delivery to best accommodate student learning and academic success. If, for example,
on-campus classroom instruction becomes unavailable or impossible (due to
circumstances beyond our control), instruction may be delivered and provided online.

Classroom Attendance Policy
Individuals notenrolledinaclass are not permitted tositinthe classroom while the
classis in session. Faculty members are required to take attendance and anyone not
onthe class listwill be asked to leave the classroom. The only exception to this
procedure is for specially trained interpreters necessary for students with a disability.
Children are not permitted in classrooms during class meeting times.

Classroom Recordings

Students Recording
Students may record a class or discussion, including in-person or online classes and

discussions if one or both of the following conditions have been met (see System
President’s Procedures 19-50):
e The student has an approved disability accommodation and/or

e The student has received written permission from the person teaching the class.

Faculty/Instructors Recording
Faculty and instructors may record class sessions, including in-person or online

classes and discussions. Students should be informed if classes will be recorded.
Class recordings by faculty/instructors are for the use of that specific class unless
otherwise approved.

Counseling Center
The Counseling Center is here for you all year round with free mental health services.
Whether you’re in crisis, feeling overwhelmed, or just need someone to talk to, we’re a call
or visit away. Our mission is to support student success through emotional wellness. Your
mental health matters year-round. To schedule an appointment, drop in or call 719-502-
4782. For mor information, visit pikespeak.edu/counseling
Hours: Monday- Friday, 8 am-5 pm
Locations:

e Centennial, A141

e Rampart, N107c
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e Downtown, S129

e CHES, 110
For additional telehealth services visit bettermynd.com and call 844-287-6963 for the
BetterMynd Crisis Hotline.
COVID Guidelines and Mask Requirements
If you are sick, please stay home and notify your instructor.
As we move into a new phase for COVID-19, we still need to be careful to take care of
each other and the Pikes Peak community. With thatin mind, please practice proper
hygiene:

e Wash your hands regularly.

e Covercoughs and sneezes.

e Face masks are optional; faculty/instructors and staff may choose to wear masks in
the classroom or on campus.

e The Centers for Disease Control recommends that people with COVID symptoms, a
positive test, or exposure to someone with COVID-19 should wear a mask.

e Ifyou are symptomatic, please stay home and get tested.

e Rapid tests are available at many pharmacies and retail outlets.

e Students: If you are sick, stay home and inform your faculty members of your need
to stay home.

e Employees: If you are sick, stay home and inform your supervisor of your need to
stay home.

e Ifyoutest positive for COVID, you must remain off campus for five (5) days following
your positive test report. You may return to campus on the sixth (6th) day following
the positive COVID test, provided you are fever-free, and your symptoms resolve.
You should continue to wear a mask around others for five (5) additional days.

Course Evaluation
Students are responsible for evaluating their course and instructor using the
MyCourses/D2L platform. Access to the evaluation is provided through SSO (Single Sign
On) via the “My Surveys” widget on any D2L course homepage. Evaluations become
available shortly after the midterm point; look for announcements in your campus email
containing a survey access personalized link. Faculty and administrators use the
responses collected in the survey to improve classes and programs, and individual
instructors use them to improve their teaching. Evaluations are anonymous. Instructors
will not see the responses until they have submitted grades, and they will not be able to
match responses with individual students.

Grading

See the current PPSC Catalog for important information regarding academic standards

and the grading system that applies to your course(s).
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Withdrawals

Drop with a refund is possible during the first 15% of the semester. An official withdrawal
may also be initiated by the student through 80% of the term resulting in a grade of “W”.
A “W?” grade has no credit and is not computed in the GPA. If you simply stop attending
without officially withdrawing, a grade based on the total points earned will be assigned
to you at the end of the semester as per the grading policy listed in the syllabus. This will
usually resultin an F on your grade report and may not be changed to a W once issued.
Consult a current class schedule or the PPSC calendar for the exact dates.

NOTE: Your instructor cannot withdraw you; timely withdrawal is a student's
responsibility.

NOTE: Students using Military and Veterans education benefits must also adhere to their
benefit guidelines. Military and Veteran students who are considering withdrawing
should contact the MVP office immediately to understand the potential impacts.

Incomplete Grades

An incomplete will be issued only if the student has completed more than 75% of the
course requirements and has an emergency that cannot be resolved prior to the end of
the semester. Anincomplete is rarely issued and may pose a risk to your GPA. ALL
remaining work must be satisfactorily completed by the contracted date prior to the end
of the next semester, or a grade of F will be issued for the course. An Incomplete (l) grade
may be removed only when the remaining class objectives are completed by the date
indicated on the "Incomplete Course Agreement" form or no later than the end of the
next full 15-week semester.

NOTE: Active-duty Army soldiers are required to have incompletes completed within 110
days of the end of the term. The resulting grade change is made by the instructor of
record and approved by the appropriate instructional division Executive Dean. Course
work not completed within the allotted time will be assigned a Failing (F) grade. Students
may not re-enrollin a class in which an incomplete grade is pending, since according to
the College’s definition of enrollment, they are still enrolled.

Grade Change Requests
A change of grade (other than from an Incomplete) is permitted only as a result of
faculty/instructor or administrative error in calculating, posting, or recording a grade. A
student has one full year from the time in which the grade was issued to submit a written
request for a grade reevaluation to the faculty member. Any student wishing to pursue a
grade change must exhaust the following options in sequence.
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e Grade review with faculty/instructor. If no resolution is reached or a

satisfactory explanation is given, then:
e bydepartment chair. If there is no resolution or satisfactory explanation, then:

e Review by division Executive Dean or Associate Dean. If no resolution is
reached or a satisfactory explanationis given, then:

e Review by the Vice President for Instructional Services or the appointed Assistant
to the Vice President for final resolution.

Student Concerns
Examples of instructional or course concerns deal with instructor behavior, class

policies, and unfair expectations or demands. Any student who wishes to pursue an
instructional concern must exhaust the following options in sequence.

e The student must meet with the instructor and attempt to resolve the problem. If
no resolution,

e The student must state the concern in writing via a PPSC Academic Concern
Form and meet with the Department Chair (in the case of an instructor) or with

the Executive Dean/Associate Dean (in the case of a faculty member).
Departments may require specific documentation. Please contact the
appropriate division. If no resolution,

e The student will meet with the Executive Dean. If the student contests the
Executive Dean’s decision, he/she must submit the request in writing to the
Office of the Assistant to the Vice President for Instructional Services. The
request should include documentation of everything that the student wants
considered in the decision. The Executive Dean will also submit all written
documentation and recommendations. The Vice President for Instructional
Services or a designee will notify the student of the decision in writing. This
decision will be final.

The Learning Commons

The mission of the Learning Commons is to promote student persistence by reinforcing
the importance of supplemental support, collaborative inquiry, and independent
learning. Library, Technology, and Tutoring Services have merged to allow for increased
efficiency and effectiveness in partnering with students to develop lifelong learning
strategies. Students can access computers, participate in workshops, or request
academic assistance from tutors, faculty, and librarians to meet the academic
demands of courses. There are a variety of other services and resources that can
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improve the overall student experience at PPSC. For more detailed information about

services, we invite you to explore the Learning Commons or visit the website: Learning
Commons | Pikes Peak State College. Forimmediate assistance, call: 502- 2400 (Library
Services) or 502-3444 (Tutoring Services).

Tutoring Center

The PPSC Tutoring Center provides free, high-quality tutoring in a variety of subjects,
including math, writing, science, and more. Tutoring is for all students, at any stage, and
is an important way to engage more deeply in your coursework. We encourage you to
come early and come often to support your academic success. Our trained peer and
professional tutors are here to support your learning—whether you are working on
assignments, preparing for exams, or building study and time management skills. Tutoring
is available in person and online, and most services do not require an appointment.
Visit the Tutoring Center website to view locations, hours, make an appointment, or
become a tutor. You can also stop by your campus Tutoring Center to get started!
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