	OT1 Computer Basics - 58018


	Location: Reedley College
	   Instructor:  Ms. Cheryl Lingo

	T/Th 12-1:50 PM
	Classroom:  POR 5


	                Phone:    637-9888

	
	
	Email:  clingo10@earthlink.net

	
	
	





COURSE OBJECTIVES:  To prepare future office workers to effectively and efficiently use a computer.  Upon completion of this course, the student will be able to:

	· Use a mouse and a keyboard
	· Use a word processing application

	· Understand the difference between hardware and software
	· Use a spreadsheet application

· Access and use the Internet

	· Use Windows XP to access applications

	


REQUIRED TEXT AND SUPPLIES:  Computing Essentials 2004, O'Leary, Timothy J., and Linda I. O'Leary, The McGraw-Hill Companies, Inc., 2003;      two 3-1/2" floppy disks;  one file folder
COURSE WORK:  Lab assignments, quizzes, test, homework, comprehensive final exam.  

ATTENDANCE & CLASS CONDUCT:  

The class will be conducted according to general workplace rules and accepted conduct:

· Regular attendance is required to complete the objectives of this course.  An unexcused absence will result in the loss of daily lesson points.  Three un-excused absences may result in being dropped from the class.  An Absence may be excused for one of two reasons:  1) You must attend another school activity that conflicts with this class;  2) You are required to be present in a court of law.  It is your responsibility to clear absences with me as soon as possible by providing the appropriate documentation.  
· Students are expected to remain in class until it is dismissed.  If you leave before the end of a class session, it will be counted as an unexcused absence.  

· Tardiness is distracting, rude, and it may result in not receiving information necessary to your success in this class.  You are responsible to find out what you missed due to tardiness. Two tardies will be counted as an un-excused absence.
· Preparation for class needs to take place before it starts.  Please take care of any personal needs (i.e., using the restroom, getting a drink, sharpening a pencil) before class begins. 

· Your attention to the coursework of this class is required, thus you may not do other work during this class, including studying for another class, reading or writing notes or letters.  Homework for this class may not be done during classtime.   No exceptions.  One courtesy warning will be given.
· Cell phones and pagers should be turned off.  No phone calls during class sessions are allowed.

· No food, drinks, or gum are allowed in the classroom.  
· Students are responsible for finding what occurred if he or she was absent or tardy. 
DROP DEADLINE: 
TBD.  It is your responsibility to make the drop official in the Administration and Records office to avoid receiving a grade of F.

HOLIDAYS: 
None affecting this class
EVALUATION:  

· Homework is graded on completeness, accuracy, neatness, and student effort.  Late homework can be submitted 75% credit until the date of the chapter exam.  
Homework assignments must be completed on handouts provided during class time.  Ensure that  your name, date, and homework assignment (chapter and problems) are written in the upper right-hand corner.

· Lab assignments will be collected in your lab folder, and stored neatly until the due date.  Lab assignments must be printed out AND saved to your floppy disk before submission to the instructor.  Plagiarism is NOT tolerated (see RC Student Handbook).  I reserve the right to verify the originality of your work by comparing your printed work with the data stored on your floppy disk.

· Unannounced quizzes will be given.  No make-up is allowed for missed quizzes.  

· Tests are scheduled and announced in advance.  Test may be taken in advance of the announced date if you cannot attend class on that day.  No late or make-up tests will be given. 
Final Exam: 
The final exam is a 2-hour comprehensive exam on Thursday, March 11, 2004.

GRADING:

A composite grade will be calculated based on the following tables: 
	Grade Component
	Value

	Participation
	10%

	Homework
	20%

	Quizzes
	20%

	Lab Assignments
	20%

	Tests
	30%


	Percent of Total Points
	Grade

	90-100
	A

	80-89
	B

	70-79
	C

	60-69
	D

	0-59
	F



