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Course Number and Title:  HEA 8090 Public Policy in Higher Education 

Term/Year:  Spring Term II 2015 

Class Inclusive Dates: March 9, 2015 – April 26, 2015 

 

 

Instructor Information: 

Faculty Name:   Kathryn Dodge 

 

Required Materials and Textbook(s): 

 
Bardach, E. (2011).  A Practical Guide for Policy Analysis:  The Eightfold Path to More Effective Problem 
Solving, 4th Edition .  Where:  Congressional Quarterly. 

Kingdon, J. W. (2011) . Agendas, Alternatives, and Public Policies, Updated Edition, with an Epilogue on 
Health Care (2nd Edition). Glenview, IL:  Longman, An imprint of Pearson.  ISBN 978-0-205-00086-9 

Stone, D. (2012). Policy Paradox:  The Art of Political Decision Making (Third Edition).  New York, NY:  W. 
W. Norton & Company. ISBN 978-0-393-91272-2 (pbk) 

Zemsky, R. (2013). Checklist for Change:  Making American Higher Education a Sustainable Enterprise. 

New Jersey: Rutgers University Press.  ISBN 978-0-8135-6134-9 

 

Daily reading of Chronicle of Higher Education and Inside Higher Ed 

 

Optional or Supplemental Materials:  

Supplemental materials including articles, web reviews, and webinars may also be assigned. 

 

Course Description & Objectives: 
This seminar examines the roles of the states, the federal government, coordinating and governing 
boards, media, scholars, and other interested parties in shaping the public-policy context of higher 
education. The course will explore selected public policy issues and the dynamic political processes 
that affect higher education.  4 credits 

Objectives: 
1. Connect previous experience, dissertation and future professional objectives with particular higher 
education policy interests 
  
2. Identify, compare and contrast higher education policy issues and role of each entity. 
  
3. Analyze the development of a student-selected policy with particular attention to the roles of various 
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entities within a dynamic theoretical framework. 
  
4. Apply learning through engagement in the development of a particular current higher education 
policy issue. 

 

Grading Policies: 

 
Grades will be based on meeting deadlines, the completeness and quality of work that reflects 
application of higher level thinking skills (e.g., reflection, analysis, synthesis, application and 
evaluation), and engagement with material/topic and peers in light of course objectives.  

All assignments must be completed for a passing grade to be issued. 

Upon completion of an assignment each student will be provided with instructor comments and a 
number reflecting the portion of points earned for each assignment as follows: 
 Chronicle of Learning and Summary of Learning – two assignments total 200 points 

Four QQTP’s – total 200 points 
Five-Policy Topic Document/Presentation – 100 
Policy Theorist Document/Presentation – 100 
In-depth Policy Brief – 300 points 
Applied Project – 100 points 
 

Students can reach me via the NEC blackboard system and at my email address: kdodge@nec.edu 

 

Grading Scale: 

 

A 100-94 

A- 93-90 

B+ 89-87 

B 86-84 

B- 83-80 

C+ 79-77 

C 76-74 

C- 73-70 

D 69-60 

F 59 and below 

 

Please note: Final course grades of C+ or below will not meet graduate degree requirements. Students 

will need to repeat any course in which they received a grade C+ or below. For more information, 

please refer to the New England College Academic Catalog. 

 

Required Technical Skills  

 In order to function successfully in an online community, students must have the following skills: 

proficiency in Microsoft Office Word and other Microsoft Office software as required by course 

mailto:kdodge@nec.edu
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assignments, proficiency in email, ability to conduct a web-search, and proficiency in managing and 

attaching documents. 

 

Online Course Participation Policy 

This course is fully online and delivered asynchronously. There are no face-to-face components or set 

times that you must log in. You are expected participate in all dimensions of the course.  Not actively 

and consistently contributing online for the duration of the course will adversely affect your grade. 

Students are always expected to actively contribute to the discussions and other activities online.  A 

significant portion of your grade is based upon this and you are personally responsible for the 

material.   

 

It is the responsibility of each student to understand fully the participation policies and procedures for 

every course in which the student is enrolled.  New England College respects student’s religious 

observances.  In an online environment, students are expected to notify their instructors if they are 

unable to participate fully during the time of the student’s observances.  Making up missed 

assignments and course contributions is the student’s responsibility. 

 

This course, run through the Blackboard learning system, is not correspondence or self-

paced.  Students must participate in all content, communications, assignments, discussions, blogs, 

wikis and other activities throughout the course, adhering to time frames, due dates or deadlines 

specified. 
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Expectations for Online Behavior 

NEC requires a learning environment in which all people are respected and safe to take the risks 

necessary for learning. All online communication must be respectful and constructive. Using profanity 

or textual attributes (e.g. all caps, etc.) designed to belittle class participants is strictly forbidden. 

Language which indicates positive or negative generalizations about any social and/or political group 

is also forbidden. Students who violate this policy will be referred to the Office of Judicial Affairs. 

 

NEC Academic Integrity Policy: Graduate Programs 

The New England College community embraces an Academic Honor Principle. It consists of honesty, 

trust, and integrity. Honesty is being true to oneself and others, engendering a culture of trust. Trust 

builds mutual respect, fostering a disposition of responsibility and civility. Integrity denotes inner 

strength of character: doing what is right and avoiding what is wrong. Students, Faculty, and Staff 

accept these values as fundamental guides to our actions, decisions, and behavior. 

 

Academic Dishonesty 

Academic dishonesty includes, but is not limited to, the following infractions: 

 

Plagiarism: Using other people’s ideas, research, opinions, or words and taking credit for it as if it is 

your own work instead of copied. It is failing to cite quoted and/or paraphrased words or ideas from 

another person’s work other than the common knowledge or original thinking prepared for the course. 

Submitting an assignment or sections of an assignment that someone else has written – without giving 

proper credit - is plagiarism. This includes work from other students, a purchased paper, and text from 

the internet. The following list describes different ways of plagiarizing. Any of these activities is 

academically dishonest: 

 

1. Direct copying and pasting from a source, without citation 

2. Including cited sources in your paper, but not including sufficient information or correct formatting 

3. Copying pieces of a source 

4. Copying a source and then changing some of the words 

5. Using pieces of many different sources to put together a new whole 

6. Submitting a paper – or parts of a paper – that you have submitted for another course 

7. Using more writing from other sources than from the author, even though it is cited 

 

Misrepresentation: Having someone else do coursework, assignments, papers, quizzes and tests. 

 

Facilitation of Academic Dishonesty: Helping someone else cheat. Examples include: supplying 

questions and/or answers to a quiz or examination, allowing someone to copy your homework, doing 

homework together without the instructor’s permission, seeking input from others during a take-home 

or open book test. 
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Cheating: Deliberate deceptive behavior to avoid work and learning. Examples include, but are not 

limited to:   

 

1. Communicating with others during an exam or quiz 

2. Copying all or part of homework or another’s quiz, exam, or written work 

3. Using notes when you are directed not to by the professor, using electronic equipment to look up 

answers you don’t know 

4. Making up data for research 

5. Stealing quizzes or exams prior to their administration 

6. Altering or attempting to alter college records 

7. Offering a bribe to college personnel in exchange for special treatment or favors 

 

Because academic dishonesty violates academic integrity, it cannot be condoned at NEC.   

 

For further explanation on this topic, please refer to the New England College Academic Catalog. 

 

Credit hours and student work  

Regardless of the format (in-class, online, or hybrid) or the time period in which the course is offered, 

(e.g. fifteen or seven weeks) the student work expectation for all courses is the same. One credit 

represents 45 hours of work over the course of the term (including lectures, laboratories, 

recitations, discussion groups, field work, study, etc.).  Note that course grades are based on the 

quality of the work submitted, not on hours of effort.  

Statement on Fair Practices 

New England College prohibits discrimination on the basis of race, color, creed or religion, national 

origin, sex, sexual orientation, age, marital status, pregnancy, veteran’s status, or disability in regard to 

treatment, access to, or employment in its programs and activities, in accordance with federal and state 

laws and regulations.  In compliance with the Americans with Disabilities Act (ADA), individuals with 

disabilities needing accommodation should contact the ADA compliance officer. 

For further explanation on this topic, please contact the Dean’s Office within the School of Graduate 

and Professional Studies. 

 

Administrative Withdrawal Policy 

Nonattendance (understood in the online environment as lack of participation in the discussion boards, 

and failure to submit the required assignments) does not constitute a withdrawal, nor does stopping 

payment on a check for registration fees constitute a request for refund; it is the student’s responsibility 

to add or drop classes—not the instructor’s.  

 

Policy 

If a student misses two or more consecutive weeks of class during the term, or if the student has missed 

enough assignments that the instructor believes s/he cannot meet the goals of the course within the 
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remaining timeframe, s/he may be subject to administrative withdrawal. In the absence of extenuating 

circumstances and 48 hours after the student has been notified, the administrative withdrawal will take 

place and the student will be removed from the class. This Administrative Withdrawal Policy will be 

implemented in all graduate level courses subject to the following provisions: 

 The Student Services staff will carry out a good faith effort to contact the student and advise him or 

her of the situation and the consequences of an administrative withdrawal.  

 The instructor will attempt to contact the student and issue a warning prior to the decision of 

administrative withdrawal.  

 The administrative withdrawal must be approved by the program director, upon recommendation 

from the instructor and/or the student services staff.  If the instructor does not initiate the 

administrative withdrawal process, s/he must be fully informed by the Student Services staff so that 

s/he can contact the student (via email) and issue the warning.   

 Students must be informed that administrative withdrawal may have an impact on their Financial 

Aid awards and status in the program. 

 The Student Services office must have sufficient documentation of student notification prior to the 

administrative withdrawal. This documentation, together with the instructor’s warning, will 

become part of the student’s file at NEC.  

 Administrative withdrawal will take place after the fee refund period. Students who are 

administratively withdrawn from the course will not be eligible for a tuition refund. 

 For the purpose of withdrawals, term weeks start on Mondays and end on Sundays.  

 No withdrawals are permitted during the last week of the term.  
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Assignments & Schedule  

The course is divided into seven weekly sessions. Due dates for assignments and discussions are stated 

in day numbers. Day 1 is Monday, the first day of the beginning of each weekly session. 

 

Day 1 Monday 

Day 2 Tuesday 

Day 3 Wednesday 

Day 4 Thursday 

Day 5  Friday 

Day 6  Saturday 

Day 7  Sunday 

 

Week Topic Learning Objectives Reading & Assignments 

(Assignments, IN BOLD CAPS, are 

detailed below in the order 

assignments are due)  

1 

March 9-

March 15 

Introduction, connection to the past and reflection 

on course goals. 

 

Context for and identification of higher education 

public policy issues. 

 

Theoretical approaches to policy development 

Connect previous experience, 

dissertation and future professional 

objectives with particular higher 

education policy interests. 

 

Identify, compare and contrast 

higher education policy issues and 

roles of related entities. 

1. Schedule and complete a 20-minute 

SKYPE CALL with instructor before 

3:00pm on Thursday, March 12 

 

2. Construct a CHRONICLE OF 

LEARNING (to be discussed at 

residency) Paper due no later than 

Sunday March 15 at 11:59pm 

 

3. Read Zemsky text and Listen to 

one of the instructor assigned (during 

SYKPE call)  Radio Higher Ed.com 

podcasts (Doug Lederman 11/19/12; 

Doug Lederman 11/12/2013;Peg  

Miller 11/9/2014; 2015 Predictions 

2/8/2015) to inform development of 

FIVE- POLICY TOPIC DOCUMENT  

 

Be prepared to contribute to a list of 

topics and address guiding questions 

at residency #1. 

 

4. Read theorist texts (Bardach, 

Kingdon, Stone) and be prepared to: 

 

a) Discuss theorist approaches at 

residency in light of guiding 

questions 

 

b) Reflect on your preferred 
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theoretical framework to inform 

development of POLICY THEORIST 

DOCUMENT 

 

  

 

March 13-

14 

RESIDENCY    

Week 2 

March 16 – 

March 22 

Further develop a context for and identification of 

higher education public policy issues. 

 

Refine theoretical approaches to policy 

development. 

Identify, compare and contrast 

higher education policy issues and 

roles of related entities. 

 

 

5. Submit QQTP1 by 11:59pm 

Wednesday, March 18 

Instructor will post all submissions 

by Thursday, March 19 at 11:59pm. 

 

QQTP1 COLLEAGUE RESPONSES 

using instructor question by Sunday, 

March 22, 11:59pm 

 

Submit your own final FIVE POLICY 

TOPIC DOCUMENT by 11:59pm 

Sunday, March 22. 

 

Submit POLICY THEORIST 

DOCUMENT by Sunday, March 22, 

11:59pm 

Week 3 

March 23-

March 29 

Identify  a particular policy area, resources and 

theoretical policy framework for IN-DEPTH 

POLICY BRIEF 

 Submit QQTP2  by 11:59pm 

Wednesday, March 25 

Instructor will post all submissions 

by Thursday, March 26 at 11:59pm 

 

QQTP2 COLLEAGUE RESPONSES 

by Sunday, March 29, 11:59pm 

 

Submit DRAFT PLAN/OUTLINE for 

by 11:59pm, Sunday, March 29. 

Week 4 

March 30- 

April 5 

Read/Research /Analyze dynamic process for IN-

DEPTH POLICY BRIEF. 

 Submit QQTP3 by 11:59pm 

Wednesday, April 1 

Instructor will post all submissions 

by Thursday, April 2 at 11:59pm. 

 

QQTP3 COLLEAGUE RESPONSES 

by Sunday, April 5, 11:59pm 

 

Week 5 

April 6-

April 12 

Writing - for IN-DEPTH POLICY BRIEF  Submit QQTP4 by 11:59pm 

Wednesday, April 8 

Instructor will post all submissions 

by Thursday, April 9 at 11:59pm. 

 

RESPOND TO 2 COLLEAGUE 

QQTP4’s using instructor question by 

Sunday, April 12, 11:59pm 

 

Week 6 

April 13-

April 19 

Application of learning Apply learning through 

engagement, in the development of 

a particular current higher 

education policy issue. 

 

Prepare IN-DEPTH POLICY BRIEF 

PRESENTATION (creativity 

encouraged) for presentation at 

residency 

 

Conduct APPLIED PROJECT 

 

Prepare APPLIED PROJECT 
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PRESENTATION (creativity 

encouraged) for presentation at 

residency 

 RESIDENCY   

Week 7 

April 20-

April 26 

Final reflection on learning Analyze the development of a 

selected policy with particular 

attention to the roles of various 

entities within a dynamic 

theoretical framework. 

 

 

Connect previous experience, 

dissertation and future professional 

objectives with particular higher 

education policy interests. 

 

Submit final IN-DEPTH POLICY 

BRIEF by 11:59, Friday April 24. 

 

Submit final APPLIED PROJECT 

document by 11:59pm Friday, April 

24 

 

Submit SUMMARY OF LEARNING 

by 11:59pm Sunday, April 26 

  

 

  

 

 

 
Course Assignment Details  (chronological) 

SKYPE CALL – Instructor address: kathryndodge 
Length: 20 minutes 
Due: by 3:00 pm Thursday, March 12. 

Schedule and complete a 20-minute call with instructor to discuss personal objectives for the course, work style and perceived challenges.  This will build a relationship between each student and 
the instructor. Students will also reflect on the course objectives in light of their academic and professional objectives. 
CHRONICLE OF LEARNING 
 Length:  2-page journal format 
 Due:  by 11:59pm, Sunday March 15 
 

Each student will chronicle their perspectives to date, to provide evidence of the development of understandings and curiosities at the outset of the course.  This reflection paper is a 
way to link life, academic experiences and dissertation topic to your current ideas about higher education policy.  Students are encouraged to continue to chronicle their learning in 
preparation for the SUMMARY OF LEARNING due the last day of class.  
Guiding questions: 

What do you consider your level of current expertise and learning gaps in the field of higher education policy? What, from your perspective, are the most salient, pressing 
challenges in higher education policy and governance today?  How do those issues intersect with your current knowledge base, academic experiences and dissertation 
interests? What are the primary components of these issues, taking into account their intellectual, social, political, and economic dimensions? What federal and/or state 
policies bear most directly on these issues? What changes in policy or practice might be needed with respect to the issues? What action may prompt the changes proposed? 

 
FIVE-POLICY TOPIC DOCUMENT 
 Length:  2 pages maximum 
 Due:  by 11:59pm Sunday, March 22  
 

At the first residency students will, as a group, create a list of policy topics based on required readings and podcasts.  The group will identify, compare and contrast policy areas by 
discussion of the issues, problems they are attempting to resolve, underlying assumptions, participants/entities of influence as well as those impacted. 
 
Each student will create their own document, in the form of a comparative table, or any other format that integrates learning from the residency with a personal rationale for 
prioritization of identified policies.  Each student will prioritize their policy with an explanation as to why they think one issue is more important than another.  In addition to 
prioritizing the policies, the policies will be contrasted by the problems they seek to address, underlying assumption, identification and motivations of opposing assumptions, visible 
participants (entities) and the role of each entity. Creativity is encouraged.   
 
Guiding questions to be included are as follows: 

What are the problems seeking to be addressed? What are the underlying assumptions that inform the approach? What motivates an opposing view to those assumptions?  
Who are the visible participants (entities) and what roles have they played?  Why did you choose these five issues?  Where do you agree/disagree with the policy and why? 
 

Students will research higher education policy issues and see commonalities, the contrasts and identify the visible participants to begin analysis of the dynamic process of policy 
development. 
 
REVISION:  What do you think the top five policies are/should be?  Why did you choose those? 

 
POLICY THEORIST DOCUMENT 
 Length:  2 pages 
 Due:  11:59pm, Sunday March 22 
 

At the first residency students will, as a group, discuss theoretical perspectives of Bardach, Kingdon and Stone – assumptions, description of approach and inherent challenges. This 
exercise will inform student choice of a particular theorist whose framework will be inform the IN-DEPTH POLICY BRIEF. 
 
Guiding questions for discussion to include the following. 

What are the assumptions made by the theorist? What do you agree/disagree with and why? What is distinct about the approach of the theorist? Where have you seen 
elements of the theory applied in your personal experience? Why is the study of public policy intellectually and ethically demanding? 

 
The POLICY THEORIST DOCUMENT provides an overview of various theoretical approaches, and specific rationale for selection of a particular theorist to be used in the IN-DEPTH 
POLICY BRIEF 
 
REVISION:  Pick one two or three theorists:  What resonates for you/why?  What does not resonage/why? What might your theory of public policy be if you were to create one? 
 

QQTP -  “Quotation, Question, Talking Points” (QQTP) - designed for engagement with instructor and student colleagues outside of the residencies.   
 
  QQTP POST 
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  Length:   1 page posted to instructor on Blackboard 
  Due:  by 11:59pm Wednesdays March 18, 25, April 2, April 8  
   

Quotation:  Select a particular quote  (no more than a few sentences) from the material you are reading  (daily news source or otherwise) a quote or data point that you 
find especially compelling, interesting, puzzling or surprising.   
 
Question:  Develop a question related to the selected quote.  The question seeks to explore the quote with regard to meaning (what does this information tell us), 
interpretation (how do we make sense out of this information), connection (how does this information connect to other readings and discussions in our class), or 
evaluation (what is the accuracy or validity of the material).  This generally will be a question that you are curious about and are not sure of the answer 
 
Talking Points:  Write a set of 4-5 key findings or conclusions from the material, as if you had to summarize the content for someone who had not seen it.  Each finding/ 
conclusion only needs to be a few sentences.   NOTE:  The first talking point every time you do this will address the issue of how the material connects to you 
personally – how do your personal experiences, background, or knowledge connect with the material?  

 
  QQTP COLLEAGUE RESPONSES 
  Length:  1-2 paragraphs (total of 2-4 paragraphs) for each of two responses based on instructor question 
  Due:  by 11:59pm Sundays March 22, March 29, April 6, April 12  
 

Students will select two colleague postings to respond to in light of a question posed by the instructor.  
The instructor question will be generated each week  by 11:59pm on Thursdays and make all student postings available to the class. 

 
DRAFT PLAN/OUTLINE 

Length: 1 page 
Due:  by 11:59pm on Sunday, March 29 
 
This document is an outline of the student selected policy (for IN-DEPTH POLICY BRIEF), theoretical framework  (Bardach, Kingdon or Stone) and APPLIED PROJECT.  Proposed 
sources and resources are to be included. 
 
Instructor is available (by appointment) to discuss with students individually as necessary. 

 
APPLIED  

The APPLIED component of the course is structured for students to engage with the topic in a practical, interactive way that adds a real life dimension to learning.  Students are 
expected to focus on their topic of interest, incorporate theorist perspectives and possibly use the APPLIED project to inform their IN-DEPTH POLICY BRIEF. 
 
APPLIED PROJECT PRESENTATION 

 Length:  20 minutes – 10-minute presentation;10-minute Q&A 
 Due:  4pm, Friday, April 17 
 

Each student will present a rationale for their custom-crafted applied project, a description of their expectations and findings. 
 
APPLIED PROJECT 

 Length:  2 pages 
 Due:  11:59pm, Friday, May 2 
 

Students will design their own instructor-approved experience to apply learning about public policy in a context of his or her choice.  Creativity is encouraged.  Examples: 
A student engages the lead policy figure in a conversation to explore issues still unresolved. 
A student attends a hearing and possibly provides testimony related to their policy focus 
A student makes contact with a legislator/member of Congress to inform or explore reasoning 

 
IN-DEPTH POLICY  
 

IN-DEPTH POLICY BRIEF PRESENTATION 
 Length:  20 minutes - 10-minute presentation;10-minute Q&A 
 Due:  4pm, Friday, April 17 
  

Each student will present ideas for their IN-DEPTH POLICY BRIEF topic, theoretical framework and APPLIED PROJECT to colleagues at the second residency.  Creativity is encouraged. 
 
IN-DEPTH POLICY BRIEF 

 Length:  10 pages – using APA format – including at least 7 original sources as well as relevant citations and links. 
 Due:  by 11:59pm, Friday, May 2 

 
Each student will develop a policy brief for a particular federal or state higher education policy (or other approved policy) The briefs will include at least the following sections: 
 

Legislative intent of regulatory aims of the policy; higher education segments/entities affected by the policy; engaged entities and their influence on development of the 
policy; a map of the process as it relates to policy theory; evidence of the effects of the policy as it has been implemented; barriers that have been encountered in the 
implementation process; recommendations (from you and/or others) for improvements in the policy to increase its effectiveness 

 
SUMMARY OF LEARNING 

Length:  2-page journal format 
Due:  by 11:59pm, Sunday, April 26 
 
Each student will reflect on their learning from the course in the context of the learning objectives.  
 
Guiding questions: 

How has your understanding of policy issues and their implications for the private and public good been challenged or altered as a result of learning in this class? What 
triggered any changes in your perspectives?  What are new questions that have emerged? 
 

Students may also use guiding questions posed in the CHRONICLE OF LEARNING assignment to reflect how perspectives may have shifted and why. 

 

Blackboard, Email, and Technical Issues 

NEC College Email Account 

 Institutional communication, including communication with instructor, student services, 

administration, etc. MUST be conducted through your @nec.edu email account. Please check your 
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NEC email regularly. The college assumes no responsibility for messages not received because of 

failure to check @nec.edu email. You cannot forward your NEC email into another email account. 

 You can access your NEC email account by going to www.nec.edu and clicking on the hyperlink in 

the top right corner: Students, Faculty, and Staff (MyNEC). 

 Click the red button for Webmail. 

 

Personal computer problems 

A computer with Internet access is required for this course.  Students should retain copies of all your 

course work on a flash drive or other backup device.  Organize and manage your files so that you can 

easily locate what you need. Should you have a personal computer failure during this course, you must 

have plans to have access to another computer.  This can be your local library computer, a family 

member’s or friend’s computer.  A DSL or cable connection is recommended. 
 

Blackboard General Information 

 This course will utilize Blackboard, an online course management system.  

 There are two ways to access Blackboard:  

1. Go to www.nec.edu. Click on the Students, Faculty, and Staff (MyNEC) link in the upper right 

corner. Click on the red button for Blackboard. 

2.  visit http://blackboard.nec.edu/ 

 

Blackboard Technical Support 

 If you have questions regarding Blackboard or the MyNEC system, please contact Student Services 

at studentservices_gps@nec.edu or 603-428-2258.  If you have questions regarding your NEC email 

account, you can reach our help services by emailing helpdesk@nec.edu or by calling 603-428-2350. 

 Specific Blackboard help and tutorials can be found at on the lower left corner of your MyNEC 

Blackboard page: Quick Tutorials Catalog. 

 The NEC Help Desk is available through www.nec.edu. Click on the Students, Faculty, and Staff 

(MyNEC) link in the upper right corner. Click on the red button for MyNEC Help Desk. 

 

Software Requirements  

Save files in Microsoft Office format only. Microsoft Office software is available free to students and 

employees through the IT website.    

To acquire discounted and/or free software and hardware, please follow the instructions below: 

1. Go to the www.nec.edu website. 

2. Click on the top right link for MyNEC – Students, Faculty and Staff. 

3. Click on the red button labeled MyNEC Help Desk. 

4. Scroll midway down the page to Other IT Issues & Tip Sheets. Click on the red link for 

Students. 

5. Scroll down to the bottom of the page to the heading: Information about Information 

Technology at NEC. Click on the link for “Discounts on Computers and Software.” 

6. Scroll halfway down the page to the heading: “Discounted Microsoft Office and other software 

through e-Academy.” Click on the link for http://nec.e-academy.com. Be prepared to register 

using your 6-digit NEC ID or NEC email account. 

http://www.nec.edu/
http://www.nec.edu/
http://blackboard.nec.edu/
mailto:studentservices_gps@nec.edu
mailto:helpdesk@nec.edu
http://www.nec.edu/
http://www.nec.edu/
http://nec.e-academy.com/
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7. Click on the icon for Microsoft Office 13 or Microsoft Office for Mac 2011. 

8. Click to Add to Cart. You may want to click on the product description hyperlink to make sure 

you have the adequate system to support the download. Please be aware that you can only 

download this software once. If your system is not adequate for the software, you will not be able to 

download another package on a different computer. 

9. Sign in with your email user name and password. Click Register if this is your first time at the 

site. 

10. Verify that you have an institution issued email address. Click continue. 

11. Type in your @nec.edu email address. Click continue. 

12. Follow the directions to download the Microsoft Office software. 

 

File Formats and Naming Conventions in Blackboard 

If you are uploading files to Blackboard or attaching files to a Blackboard Discussion Board post, please 

remember the following file naming conventions: 

 

• Use only letters, numbers and underscores (_) in filenames. 

• Don't use periods anywhere else in your filenames except before the extension. 

• Don't use spaces, commas, pound signs (#), question marks, equal signs, dashes or any other 

special characters in your filenames. 
 
 
 
 
 
 
 

Technical Difficulties in Blackboard 

 

 In the event that the Blackboard system is temporarily unavailable and you are unable to submit an 

assignment by the due date, you must email your assignment to the instructor by the deadline in 

order to receive full credit. Your assignment must be posted to Blackboard once the system is 

restored. 
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The Blackboard Course Menu - Online Course Structure 

 
 

Announcements: 

o The instructor will post general announcements to this section, such as a change in the time 

of an office hour chat, reminder of deadlines, etc. It is recommended that you read posted 

announcements regularly.  

 

Start Here/Syllabus:  

o This is the area from which you accessed the course syllabus. The syllabus will be available 

in this section for the duration of the course, and any revisions will be posted.  

o You may also find starting instructions and other initial course activities. 

 

Weeks 

 

o All assignments (readings, discussion board activities, learning units, etc.) will be grouped 

in one location by the specific week. WEEK 1, WEEK 2, etc. will be added to the course 

menu so you can click these links and go to one section with all items for the week in one 

place. While you can access Blackboard sections as described in “Tools” below, you will also 

find everything conveniently grouped according to the week.  

 

Discussions:  

o We will use the discussion board each week for asynchronous discussions. This means that 

you can post your response any time before the due date and that students do not have to 

participate in the discussion at the same time.  

o The Discussion Board postings will facilitate collaboration as you will be required to 

respond to the postings of at least two of your classmates each week.   

o Your instructor will read all postings, but may not respond to every one.  Students should 

expect the instructor to respond to some postings at least twice during the week. 

 

NOTE TO INSTRUCTORS: The following grade points/percentages and (day) due dates are 

suggestions for managing your course and can be modified to meet your learning objectives.   

Similarly, the Grading Matrix for Discussion Boards is a sample and can be modified as needed.   

 

Course Discussion Forums - Protocols and Schedule (18 points each /30% of grade) 

Students will participate in a Discussion Board forum each week, responding to questions posted by 

the instructor. Weekly discussions will be available at 12:01 a.m. on Day 1 and the discussion will close 

at midnight EST on Day 7.  See schedule below.  Using the chart above as a guide, be sure to include 

the actual day in parentheses next to each “Day” reference for better clarification. 

 Your initial posting is due by Day 3 of each week at midnight. 

 You must respond to the posting of two other students by Day 7 at midnight. 
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Sample: 

WEEK Discussion 

Opens @ 

12:01 a.m. 

Discussion End 

@ midnight 

1. Topics or actual questions here.   

2   

3   

4   

5   

6   

7   

 

 Your postings must be submitted on time according to the instructions above to receive full credit.  

 Responding to 2 other students is a requirement.  

 Your initial response to the Discussion Board should be approximately two paragraphs in length 

and respond directly to the question. One or two sentences will not be sufficient to cover the topic 

for each discussion. 

 The subject area of your initial posting must be “first/ last name initial posting”  

                             ex:  Bob Brown’s Initial posting.  

 Responses to other students should be approximately 1 paragraph. Points will not be given to 

responses to classmates that simply state, “I agree” or “Good point.” Your responses to classmates 

must serve to advance the conversation. You may agree or disagree, but all postings must be 

courteous and respectful.  

 The subject area of  your responses must be    “firstname lastname to firstname lastname”   

                           ex:  Bob Brown to Sue Gifford 

 Your Discussion Board postings will be graded on the level of thoughtful analysis presented each 

week and your participation by responding to classmates in a thoughtful manner (see Grading 

Rubric below). Postings should be limited to the topic presented. 

 Your Discussion Board postings must be well written. Points will be deducted for postings that 

contain grammatical errors and/or typos.  

 It is suggested that you create your posting in a word processor first so that you can save and spell 

check before posting to the Discussion Board. Do not type lengthy postings to the Discussion Board 

without saving your text elsewhere; you could easily lose your work if your internet connection is 

disrupted or you experience other technical difficulties. Save your back-up copy of your posting in 

the event of a system problem that might require re-posting of your copy.  

 

Occasionally the Blackboard system is off-line for a brief period. Students should re-try submission at a 

later time. If, after repeated attempts, you are unable to post due to a system malfunction, you should 

email your submission to the instructor by the deadline in order to avoid being marked down. Postings 

should only be emailed as a last resort. Any posting emailed to the instructor will need to be submitted to 

Blackboard once the system is restored. 
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Grading matrix for Discussion Board postings 

Criteria Excellent (3 Pts) Good (2 Pts) Acceptable(1 Pt) Unacceptable(0 Pts) 

Timeliness Initial posting and 

responses on time. 

Initial posting is on 

time, one response is 

late 

Initial Posting is late 

and responses are late 

Participates not at 

all. 

Initial Posting Posts well developed 

statement that fully 

addresses and 

develops all aspects 

of the task.  

Posts well developed 

statement that 

addresses all aspects of 

the task; lacks full 

development of 

concepts. 

Posts adequate 

statement with 

superficial thought 

and preparation; 

doesn’t address all 

aspects of the task.  

Posts no initial 

thoughts. 

Follow-Up Postings Demonstrates 

analysis of others’ 

posts; extends 

meaningful 

discussion by 

building on previous 

posts. All required 

responses. 

Elaborates on an 

existing posting with 

further comment or 

observation. All 

required responses 

Posts shallow 

contribution to 

discussion (e.g., agrees 

or disagrees); does not 

enrich discussion. Or 

only one response. 

Posts no follow-up 

responses to others. 

Content 

Contribution 

Posts factually 

correct, reflective and 

substantive 

contribution; 

Advances discussion. 

Posts information that 

is factually correct; 

lacks full development 

of concept or thought. 

Repeats but does not 

add substantive 

information to the 

discussion. 

Posts information 

that is off-topic, 

incorrect, or 

irrelevant to 

discussion. 

References & 

Support 

Uses references to 

literature, readings, or 

personal experience 

to support comments. 

Incorporates some 

references from 

literature and personal 

experience. 

Uses personal 

experience, but no 

references to readings 

or research. 

Includes no 

references or 

supporting 

experience. 

Clarity & Mechanics Contributes to 

discussion with clear, 

concise comments 

formatted in an easy 

to read style that is 

free of grammatical or 

spelling errors. 

Contributes valuable 

information to 

discussion with minor 

clarity or mechanics 

errors. 

Communicates in 

friendly, courteous 

and helpful manner 

with some errors in 

clarity or mechanics. 

Posts long, 

unorganized or rude 

content that may 

contain multiple 

errors or may be 

inappropriate. 
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H. Raymond Danforth Library Services – accessing the Library Web Page 

 

• Open a new browser window, and be sure cookies are enabled on your computer. 

• To access the library catalog and databases, go to www.nec.edu/library, Click on the button that 

says “Library Website.” This will bring you to the library’s Online Resources Page.   

• On the right hand side of the page under the heading that says “Danforth Library Databases & 

Websites” there are links to our database holdings by subject and in alphabetical order. Choose the 

database you would like to use. If you are looking for books, our catalog is listed in the middle 

column under “Find Books & Audio Visual Resources.” 

• To log-in to the databases from off-campus, you will need to know your NEC ID #. If you don’t 

know this number, please contact the library.  

 

The Distance Service Librarian, Chelsea Hanrahan, is available to assist students in person on weekdays between 

8:00 AM - 4:00 PM.  Her office is in the library and she can be reached by phone: (603) 428-2344 or by email: 

chanrahan@nec.edu  Reference librarians are also available to help students in person, by phone at 603-428-

2344 or by email: libraryhelp@nec.edu 

 

New England College is a member of both the GMILCS/NHCUC consortiums which allow NEC students to 

check out books from several public and academic libraries across the state. To see more information about this 

program, or to see if your library participates, please visit http://www.nhcuc.org/our-campuses/ or 

http://findit.gmilcs.org/polaris/ 

 

 
 

This syllabus constitutes the agreement between the instructor and student. 

Any modifications to this syllabus will be identified during the course.  

 

http://www.nec.edu/library
mailto:chanrahan@nec.edu
mailto:libraryhelp@nec.edu
http://www.nhcuc.org/our-campuses/
http://findit.gmilcs.org/polaris/

