Office Technology 277
Computer Practicum
REEDLEY COLLEGE

Quarter 1, Spring 2006
MW 8:00am-8:50, POR-5
#52262 : 1/9/05-3/10/06
Mrs. Pam Gilmore
Office: INC-5
Phone: 638-3641, Ext: 3786

Office Hours: MW 12-1, Th 2-3, F 11-1 or by Appt.
Email:  pam.gilmore@reedleycollege.edu
REQUIRED TEXT and SUPPLIES:
· Appropriate Office Technology textbook from your OT lab course(s)
· Instructor required storage device ie floppy disks, zip disks or jump drives
· Organizational materials indicating OT assignments and due dates
WEB ADDRESS TO ACCESS YOUR PROGRESS GRADES: 
Reedley College Web Site (www.reedleycollege.edu).

Click on Academic Programs.

Click on Micrograde and WebGrade under Other Links.

Your User ID is the same as your Reedley College Student ID. I will give you your password.

COURSE DESCRIPTION:

This course is intended to provide computer lab assistance for students who are currently enrolled in an Office Technology computer course.

COURSE OUTCOMES:

Upon successful completion of this course, students will be better able to meet the objectives specified for the successful completion of a concurrently-enrolled Office Technology computer lab course.

COURSE OBJECTIVES:

In the process of completing this course, students will reinforce the minimum stated goals and objectives required for the successful completion of their concurrently-enrolled Office Technology computer lab course.
COURSE CONTENT OUTLINE:

A. Suggestions and strategies for synthesizing computer application skills.

B. Supplementary discussions in those topics covered in concurrently-enrolled Office Technology computer lab courses.

C. Supplementary assignments, as needed, to further apply computer application skills as they would be experienced in an office environment.

holidays:
· Monday, 1/16, Martin Luther King Jr. Holiday

· Monday, 2/20, Presidents’ Day Holiday

DROP DEADLINE: 2/6/06
Participation:
Students are required to participate in all class discussions and activities. Active participation is a major component of your grade in this course.  You will earn one (1) participation point for each class period in which you actively participate in. You are limited to a maximum loss of four participation points during the course.  If you miss more than four class meetings (participation points), you will not receive credit for this class.  

TARDIES:

Students are expected to be on time.  It is distracting, rude and unfair to fellow classmates and to the instructor when a student is late. Two tardies will be counted as one absence and a loss of 1 participation point.
HOMEWORK:

Self evaluation essays as well as office technology skills assessments will be assigned throughout this course. Assessments of your organizational tools may also take place without notice. No late homework will be accepted. Note: Being absent the day homework is collected does not entitle you to turn it in late. Telephone or email me to discuss your specific situation.
Grading
You will receive credit for this class if you:


1.
Miss no more than four class meetings (participation points).


2.
Receive at least 70% average on all homework.

You will not receive credit for this class if you:


1.
Miss more than four class meetings (loss of more than four participation points).


2.
Do not complete your homework with a 70% average.

Classroom Behavior:

Food, beverages, and chewing gum are not allowed in the classroom at any time.  Anyone who chooses to bring food, beverages, or chewing gum into the classroom will be removed from the class.  Cellular phones must be turned off. Participation point(s) may be deducted if your cell phone rings or you send or receive text messages. 

If you have special needs as addressed by the Americans with Disabilities (ADA) act including alternate media requests, please notify your course instructor immediately.  Reasonable efforts will be made to accommodate your special needs.
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