Comp App 100 Introduction to Software Applications (MSOffice)

Rules and Procedures
Instructor: Arthur L. Braden    

Email: karthur_@pacbell.net
http://heald.blackboard.com

Please do not leave voice messages (
· Microsoft OfficeXp 2003 Illustrated 

Beskeen, Friedrichsen, Reding, Swanson with SAM 2003 CD

HOMEWORK/

ASSIGNMENTS:
All assignment, quiz and test information is found online on Blackboard at:  http://heald.blackboard.com

All grades and personal information can be accessed at:


http://myportal.heald.edu/ps/signon.html

Homework will be accepted as late as one day after the due date.  Students that want to make this easier to accomplish will do some of their homework ahead of time, or will at least read about next week’s material in their textbook during the weekend before class.  Since homework is due every Thursday night by midnight, homework will be accepted as late as Friday by midnight.  There will be a 20 point penalty for each day it is late, and the entire weekend counts as one day late.  For our homework due on Thursday:
                                  Day of the following            Homework

                                  week it is submitted            Loses

                                   Monday by midnight            20 points

                                   Tuesday by midnight           40 points

                                   Wednesday by midnight      60 points

                                   Thursday by midnight         80 points

                                   Friday or any time               Homework receives

                                   thereafter                          no grade

                                   Note:  It does not matter if you were in class or not … 

                                                             No exceptions


When you teacher is not here, it is best to turn in your homework into the LRC.  They will give you a receipt, and then you have proof that your turned it in (!).  

GRADES:                  They can always be viewed on the Heald MyPortal website at:
                      http://myportal.heald.edu/ps/signon.html
                                 You should write down your Username/Login and your Password

                                 in both of the two Login Sheets that I provide you the first day of class (whenever you really need something, when possible have TWO copies of it and keep each copy in a separate place where they are both easy to get to).   This will make sure it’s easy to:

                                     1) Log into any computer in the school when you get to the campus


    2) Log into Blackboard to view the assignments


    3) Log into MyPortal to view grades and personal information


    4) Log into Sam 2003 to access quizzes and test for the weeks we  

                                         have them.


A grade of 89.50 percent or higher earns an A grade; 79.50 to 89.49 percent earns a B grade; 69.50 to 79.49 percent earns a C grade; 59.50 to 69.49 percent earns a D grade. A minimum grade of C is required in major courses or courses that are prerequisites for advanced courses.   
                                 The following rules for tests and quizzes apply to all the classes that

                                 you take at Heald Colleges:

TESTS:

No notes.  No books.  No help from colleagues.

One make-up test per quarter will be allowed if the student is absent on a test day.  The test must be taken the first day the student returns to school or it may not be made up at all.  Missing any subsequent test will result in a score of zero on that test.

No exceptions

QUIZZES:
No quiz make-ups.  You must be present when the quiz begins to receive any credit.

No exceptions

ABSENCES:
Please notice that every absence is the same as if you did not attend the class for half of the week, and two absences is a full week of 

                                 lost education.  Teachers will try to help you with work that you have missed.  With the exception of the first week, lecture is always done on the first day of the week, which is Monday for us.  Missing Monday means that you missed all of the lecture for that entire week (!).  If you only miss Wednesday, at least you were there for Monday’s lecture and you can work during Thursday and Friday at Heald to make up the work.  When you miss class you take away time from your classmates as the instructor must make you aware of what you missed, and you are likely to have questions concerning what you missed (which is not fair).  Thus, the following:  The first absence is free (no points taken – maybe you had a serious problem and really could not make it), but each additional absence will cause points to be removed from your overall grade.  Each absence, up to 6, will cost 1% of your overall grade.  Thus, if you had a 90.2% (A) at the end of the course, two absences will leave a grade of 89.2% (B).

ACADEMIC               
INTEGRITY:
First offense:  A grade of zero will be assigned, and the test/quiz
(and documentation) will be given to the Dean.  Because you have decided to bring a legal matter into our classroom, cussing or racial or gender slurs will be tolerated for about 1 second.  Then you will leave.  Every college is also a business and must be treated as such.

Second offense: The student (and documentation) will be referred to the Dean.

DATES TO

REMEMBER:


	Summer Quarter
	Date:

	Substitute Teacher
	Monday, August 22nd and “possibly” Wednesday, August 24th

	Holiday 
	Monday, September 5th

	Mid Term
	Wednesday, August 31st

	Final Exam
	Wednesday, October 5th


EXTRA CREDIT:
There is no extra credit at Heald for any course.  Ask why! (
Request for Special Assistance

If you believe you have a disability that may require accommodation, we encourage you to contact the Director of Educational Services (DES) who is the campus coordinator of disability services immediately to ensure adequate time to arrange for the appropriate accommodation.  You will be asked to present documentation from a qualified examiner.  It is illegal for me to ask you if you have a disability, unless you first open up the conversation for this.
RULES AND PROCEDURES CONTINUED

· BE HERE EVERY DAY

· BE PUNCTUAL AND BRING THE PROPER MATERIALS TO CLASS

· RESPECT EVERYONE WITH YOUR LANGUAGE AND ACTIONS 
· COMPLY WITH THE DRESS CODE

· NO FOOD OR DRINK IS ALLOWED IN ANY CARPETED AREA OF THE SCHOOL.

· CLEAN UP AFTER YOURSELF

· (PUSH IN YOUR CHAIR, TURN OFF COMPUTER AND MONITOR, RECYCLE PAPERS, ETC.  THANK YOU! ()

· NO TELEPHONES OR BEEPERS CLASS (SILENT/VIBRATE MODE OK). 

LAB PROCEDURES

THE COMPUTERS IN THE LAB BELONG TO HEALD COLLEGE.  ALL SOFTWARE IS LICENSED TO HEALD COLLEGE.

· DO NOT COPY SOFTWARE FROM THE COMPUTER

· DO NOT LOAD SOFTWARE ONTO THE COMPUTER

· NO GAMES

· DO NOT RECONFIGURE THE HARDWARE OR SOFTWARE

· REPORT ANY COMPUTER PROBLEMS TO THE INSTRUCTOR OR INSTRUCTOR'S AIDE

· ADHERE TO THE INTERNET POLICY

GRADE WEIGHTING

	
	D104

	Participation
	10%

	Tests/ Projects
	35%

	Class Assignments
	55%


Syllabus Addendum
ACADEMIC INTEGRITY:

The highest standards of academic integrity are upheld at Heald, both to preserve the significance of the education offered and to prepare students to become productive members of the larger community.  It will be regarded as a breach of academic honesty for a student to employ any form of deception in the completion of an assignment.  This includes, but is not limited to, copying another’s work from any source, allowing another to copy one’s own work whether during a test or in submitting an assignment, or interfering in the work of a fellow student.  This policy prohibits any attempt to pass off as one’s own the work, data, or creative efforts of another.  Broadly, it forbids knowingly furnishing false information to the campus about one’s academic performance.

When a violation of this policy occurs, disciplinary action will be taken and may include assigning an F grade for the exam or assignment or assigning an F grade for the course.  Repeated offenses may result in termination from the college.  All violations of Heald’s academic integrity policy are documented and made a part of 

the student’s academic record.

Teaching Method:

Lecture will almost always be on Tuesday, and lab on Thursday (and possibly any remaining time on Tuesday).  The instructor will use a variety of delivery methods including presentations/discussions and assigning relevant materials.

Students will take responsibility for learning the material through a variety of methods including but not limited to:

· Labs 

· Research Projects

· Chapter Review

· Group Discussions

· Presentations

P.H.A.T. FRIDAYS

P.H.A.T. Fridays are designed to “Provide Helpful Assistance and Teaching” to all students.  While attendance is not taken on Fridays, we encourage each student to take advantage of this special learning opportunity.

I will be available to provide each of you with learning opportunities on Fridays by running workshops, study sessions, labs, and tutoring sessions.  

I will be available:

Monday and Wednesday:  5:00P - 6:00P in Room 213

Tuesday and Thursday: 5:30P – 6:00P in Room 213.

Friday: 4:30 – 5:30 in Room 213.  

Students will be notified of any changes in this schedule.

Please contact me if you have any questions regarding these rules and procedures, or if you have circumstances that will require special arrangements.

