OT 1 – Computer Basics

 (Tentative)

Instructor:  
Mike Sorensen


Email: 
Mike.Sorensen@scccd.com

Office:

HUM 52



Phone:
 638-3641 Ext. 3615

Office Hours:


Text: 

Computing Essentials 2004, O’Leary, Timothy J., and Linda I. O’Leary

COURSE OBJECTIVES:

This course is designed 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

· Use a keyboard

· Understand the difference between hardware and software

· Be able to use Windows 95 to access applications

· Be able to use a word processing application

· Be able to use a spreadsheet application

· Be able to access and use the Internet

Classroom Behavior:

Food, beverages, and chewing gum are not allowed in the computer lab at any time.  Anyone who chooses to bring food, beverages, or chewing gum into the lab will be removed from the lab and/or class.  Cellular phones must be turned off.  Pagers must be set on quiet mode.

Attendance:

Your education is preparing you for a career in the business field.  There is no such thing as an excused absence in the field of business.  Therefore, excessive absences will not be tolerated.  If you are absent more than four class meetings your grade may be reduced by one letter grade.  Continued absences beyond four meetings may result in being dropped from the class.  If you know that you must be absent for a class meeting, please tell me at the class meeting prior to your absence.   

Tardiness:

Just as you cannot be late to work you cannot be late to this class.  If you are tardy for more than four class meetings your grade may be reduced by one letter grade.  If you know that you must be late to a class meeting, please tell me at the class meeting prior to your tardiness.   

Homework:

Some homework will be collected.  On graded homework, a selected few problems will be graded.  You will also be given homework checks.  NO LATE HOMEWORK WILL BE ACCEPTED!  Note:  Being absent the day homework is collected does not entitle you to turn it in late!

Lab Assignments:

You will be building a lab packet as you continue in this course.  Please keep all lab assignments in a neat and orderly fashion until they are due.  Assignments are to be printed out as well as saved to your disk.  I reserve the right to examine your work as it is saved on your disk.  Plagiarism will NOT be tolerated.  Please see the Reedley College Student Handbook for further discussion regarding plagiarism.

Quizzes:

Quizzes may not be announced.  There are no makeup’s for missed quizzes.  NO EXCEPTIONS!

Tests:

There are no makeup’s for missed tests.  If you foresee that you have an unavoidable situation on an upcoming test date, you may arrange to take the test early.  No late tests will be allowed.  NO EXCEPTIONS!

Participation:

Students are required to participate in all class discussions and activities.  You may not start the homework during class.  You may not study for another class, sleep, surf the Internet, or read a book during class.

Grading:

The grading components of this class will be weighted as follows:

HOMEWORK:

20%

QUIZZES:


40%

LAB ASSIGNMENTS: 
40%

Final grades will be based on the following scale:



90%-100%

A



80%-89%

B



70%-79%

C



60%-69%

D



Below 60%

F

Last day to drop this course:


