


	Instructor
	Sam Bowne  Web Site: samsclass.info  E-mail: sbowne@ccsf.edu
Office Hours:
Mon 11-11:30 am Sci 37


Tue 12:30-1 pm B311

Wed 11-11:30 am Sci 37 


Thu 12:30-1 pm B311 & 9–10 pm Sci 215


	Meeting Time
	CRN 77091  Section 009 Lec T R 11:00-12:30PM BNGL 311


	3 Textbooks
	1.
Parsons & Oja: New Perspectives on Computer Concepts 7th Edition-Introductory ISBN 0-619-21385-X
2.
Shelly/Cashman/Vermaat: Microsoft Office XP: Introductory Edition 

ISBN 0-7895-6289-8

Text # 1 is the basis for the lectures, quizzes, and final examination.  You do not need to bring it to class, but you will need to study it at home.

Text #2 is necessary to do homework assignments 3 through 13. You will need to bring it to class when doing those assignments.


	Description
	This is a beginning course in the use of computers.  We will focus on the use of computers for common tasks such as writing letters and reports, producing numeric tables, and storing and retrieving data in a useful format.  In this class, we will use PC computers running Windows 2000 and the application programs Microsoft Word 2002, Excel 2002, Access 2002, and PowerPoint 2002.  We will also use additional applications such as Notepad, WordPad, Internet Explorer, and email systems.

Since this is a hands-on computer course, you should plan on spending at least 3-5 hours per week of computer time in addition to normal study time outside of class.



	Grades
	The number of points you accumulate during the semester determines your final grade. You can earn points in the following areas:


In-Class Discussions
60 points


Quizzes
280 points


Final exam
85 points


Homework 
325 points


-------------


Total
750 points




	Grades
	Your final letter grade is determined from your total points as shown below:


Percentage
Points
Grade


90% or more
675 or more
A


80-89%
600 to 674
B


60-79%
450 to 599
C


50-59%
375 to 449
D


49% or less
374 or less
F

Please keep all graded papers until you have received your official grade report. If there is any dispute over a recorded score, you must produce the graded paper.

This course does not allow "credit/no credit" grading.




	Quizzes
	There will be 14 quizzes over the semester, each worth 20 points. Each quiz focuses on recent material but may also cover material from the beginning of the semester. The quizzes will be based on class lectures as well as the textbook and techniques you have used on the related homework assignments.

There will be NO makeup quizzes.  Quizzes missed due to unavoidable absences, or absences arranged in advance, will be assigned a score determined from averaging other scores on quizzes or the final exam.

However, if a student’s percentage scores on all the quizzes combined falls below that student’s percentage score on the final exam, due to missed quizzes or any other reason, the quizzes will be assigned a percentage score equal to the final exam percentage score.  This means that a student who has done well on the homework but badly on the quizzes can still get a good final grade by doing well on the final exam.



	Final Exam
	The final exam covers the whole Computer Concepts book.  There are no questions on the final from the Microsoft Office book – that is covered by the homework.
The final exam will be on Tuesday, Dec 13, 2005 at 10:30 am in Bungalow 311.


	Groups
	Students are encouraged to form groups of 3 to 5.  Groups work together on group homework assignments and turn in one completed group homework for the entire group, and all receive the same grade on the group homework.  Groups can add or remove members freely during the semester, but no group can be larger than 5 persons.  If a student is not contributing to the group work, that student may be removed from the group by the other group members at their discretion.

Most students have a better experience in the course working within a group.  However, a student who prefers not to join a group can act as a group with one member, and complete all the individual and group homework assignments alone.




	Homework
	There will be 13 homework assignments worth 25 points each, for a total of 325 points.  Each homework assignment has two portions: an individual portion worth 10 points and a group portion worth 15 points.  Late homework loses 3 points in addition to any points lost through errors.

There are extra credit homework assignments.  Each of them is an individual assignment and worth 10 extra points. The extra credit assignments are not required, but will serve to increase a student’s score.



	
	You may do the homework in your classroom (Bungalow 311), in the computing labs at CCSF (Batmale Hall 301 and others) or on other systems if you have access to the required programs.  You will need a PC with Office XP Professional (or Office 2003), an Internet connection, and Internet Explorer.  You can not use a Macintosh.  If you are working in any public lab, you will need to save your work to diskette and keep a backup copy of the homework files.  



	Copyright
Enforcement
	CCSF Guidelines for lab use:

Software in use in the lab and printed resource materials are copyrighted with all rights reserved except when explicitly described as public domain. Under copyright laws, these items may not be copied, photocopied, reproduced or reduced to any electronic medium, in whole or in part. Any violation or attempt to violate copyright laws may result in disciplinary action or lawsuit by the college. 

CCSF lab staff enforces the following rules:


No unauthorized copying of programs.


Don't copy programs from hard disks in the lab (except for shareware/freeware explicitly authorized on lab menus)


Don't make copies of programs that you cannot prove you own.


No use of unauthorized programs

Authorized programs are:


Programs set up for class use in the lab and legally owned by the college.


Programs that you legally own.

You will be asked to provide proof of ownership (registration card or sales slip) for any program not owned by the lab that you use or copy.

Violation of copyright will result in disciplinary action by the college.




	Cheating
	If a student is found to be cheating on any test or homework, he or she shall receive a score of –10 (negative ten points) for that work.  The evidence of cheating (diskettes, original quizzes or other papers) will not be returned to the student, but kept by the instructor.  Repeated or severe cheating may lead to a larger penalty, including an immediate final grade of F.
For quizzes, cheating includes- but is not limited to- talking with another student on any topic during a quiz, having notes or open books accessible, looking at another student’s quiz paper or allowing another student to see your quiz paper.

For homework, cheating includes- but is not limited to- copying another student's disk files and submitting another student's work under your name, or allowing another student to copy your work. It is acceptable to help other students by answering questions about how to do the homework, but each student must do their own homework.  Group homework is to be done together by a group of students, but groups may not copy homework from other groups.  Groups that copy homework assignments from other groups, or who permit others to copy from them, will receive score of -10 (negative ten points) for that work.

If a situation arises where you are uncertain about the ethics involved, please talk to me. The policy on cheating applies equally to students who give inappropriate assistance as well as to those who receive it.

	Class
Attendance
	Class attendance is required, and affects your grade because you must attend class to get credit for the in-class discussions.  I will make allowances for students who must miss a class for medical or other unavoidable reasons, if they e-mail me at cnit.100@gmail.com and explain the situation.

I reserve the right to drop any student who has missed three quizzes.  However, under normal circumstances, I do NOT drop students from the class rolls.  It is the student’s responsibility to file the paperwork needed to drop or withdraw from this class.  If you simply stop attending class, you will probably receive a failing grade for the course.

	Dates
	The last day to withdraw from the class with a grade of "W" is Monday, November 14.

There will be no class on Thursday, November 24 because of Thanksgiving recess.

	Student Agreement 
	Each student must sign a Student Agreement form to enroll in the course.  The agreement merely states that the student has received a copy of this policy statement and understood it.

	Accessibility
	If you need classroom or testing accommodations because of a disability, have emergency medical information to share with me, or need special arrangements in case the building needs to be evacuated, please make an appointment with me as soon as possible.  My office hours are at the top of the first page of this policy.

	Changes
	I reserve the right to change any of these policies as necessary during the semester and will inform you of any changes.
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