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 OT 1 Computer Basics

Mon & Wed. 8:00 a.m. - 9:50 a.m.

June 1 – July 30, 2004

Email:  weespencer@aol.com

Instructor:  Mrs. Janell Spencer 

Phone:  638.3641 (message)

Course Data

· Time:  Mon. & Wed.:  8:00 a.m. - 9:50 a.m. 
· Class begins Wednesday, June 2, 2004
· Room:  Portable No. 5
· Required Text:  
    
Computing Essentials 2004, O’Leary, Timothy J., and O’Leary, Linda I., McGraw-Hill, Inc. 

· Supplies

       Yellow highlighter marking pen


 One 3-1/2” floppy disk


 One folder, hole punched to hold ungraded assignments

Course Description/Objectives


Computer Basics 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 and a keyboard

· Understand the difference between

hardware and software

· Use Windows XP to access applications

· Use a word processing application

· Use a spreadsheet application

· Access and use the Internet

Homework


The expectation is that you will complete all chapter assignments and quizzes as well as other homework assigned.  Outside Lab hours are considered the majority of your homework; however, other learning experiences will be assigned. Late homework will receive a maximum of 50% credit and will only be accepted at the next class session. 

Attendance and Class Conduct:

Regular attendance is required to complete the objectives of this course. An absence should be cleared with the instructor. Ten (10) extra credit points are awarded for perfect attendance; 5 points for one absence.

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, and may result in you not receiving information necessary to your success in this class. Two tardies will be counted as an absence.

Preparation for class needs to take place before it starts. Please take care of any personal needs before class begins.

Your attention to the coursework of this class is required, thus you may not do other work during this class, i.e. reading, writing notes or letters, etc.

Cell phones and pagers should be placed on “silent” mode. No phone calls in class are allowed.

No food, drinks or gum are allowed in the classroom.

Drop deadline:  To be announced. It is YOUR responsibility to make the drop official in the Administrations and Records office to avoid receiving a grade of F.


Evaluation

· Homework will be graded on completeness, accuracy, neatness and student effort.  

· Lab assignments will be collected in a lab packet, and stored neatly until the due date. Lab assignments must be printed out AND saved to your floppy disk before being turned in. Plagiarism is NOT tolerated (see RC Student Handbook), and I reserve the right to compare your printed work with the data stored on your floppy disk.

· Quizzes will be given, (they may be unannounced) however no make-up quizzes will be given.

· Tests will be announced in advance. You may arrange to take the test in advance of the announced date if you will miss class on that day. No late tests will be given.

· A comprehensive final exam will be given on the last day of the session.

Tentative

Grading Scale. . .  100-90 = A; 89-80 = B; 79-70 = C; 69-60 = D Below 59 = F

Homework, quiz and lab assignment scores are totaled and divided by the total possible points. Test scores will be divided by the total possible points and multiplied by 100.

Suggested Course Requirements

· Attend each class as scheduled
· Participate in class discussions
· Participate in cooperative activities and presentations
· Complete all required class and homework assignments
· Successfully complete all quizzes, unit tests and comprehensive final.
Working together is encouraged and will be exercised through group and collaborative learning activities and learning teams; however the time will come when you will have to demonstrate your individual achievement level; therefore, cheating will not be tolerated on tests. Don’t put yourself in this situation!

Ethics


Everyone is expected to conduct themselves in a professional manner with mutual respect for one another.  As stated in the Student Handbook, cheating or plagiarism of any kind will not be tolerated.

The instructor reserves the right to alter any of the above when deemed necessary for the welfare of the class.


----------------------------------------------------------(cut here & return)-----------------------------------------

I, (Print Name)__________________________________, have read, understand, and

Agree to the information, procedures and policies presented in this syllabus/contract.

Sign name:____________________________

Date:___________________

