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Attendance:

1. Please be on time for all classes.  Classes will start promptly at the scheduled time and, if you must be late, please enter the room quietly.

2. If you are late, you will need to get with another student to find out what you missed.  I will lecture and make announcements one time only.

3. Visitors are not permitted in the classroom during class time.

Class Behavior:

1. Unless I tell you otherwise, when I am lecturing, I expect you to pay attention and not be using your computer or talking to other students.

2. Please turn off cell phones while in class or configure them for silent mode.

3. While in class, you are to work on class assignments only.  You are not to ‘surf the Web’ or spend excessive time checking your e-mail.  You should not be working on assignments for other classes during our class time.  The computer commons can be used for that purpose.

4. If you are able to help a student with a question or lab assignment, please feel free to do so, especially if I am busy with another student.

Lab Assignments:

1. Lab assignments are to be completed as indicated on the Matrix of Assignments. The icon next to the document name indicates whether the lab is to be submitted in printed form ([image: image1.jpg]
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) or as an e-mail attachment ().  There is one document that is to be submitted both ways.  Please read the Matrix of Assignments carefully.
2. Each printed lab is to contain the information shown in the sample packet in your folder.
3. Each e-mailed lab is to contain in the subject line the following information:
Your name
The words “MCT 106” (quotes not required)
The lab number (e.g. Lab 10)
For example, your subject line may look like this:

John Doe MCT 106 Lab 10
4. In the body of the e-mail message, list the names of the documents you are attaching.  Use the names listed on the Matrix of Assignments.

5. Turn in the complete lab at the same time.  Do not turn in part of a lab and then later turn in another part of the same lab.  If you are unable to complete all the work in a lab, turn in what you have and you’ll at least get partial credit.

Exams:

1. There will be a written exam after each module.  This written exam will consist of 25 questions and will cover the concepts covered in the module.  In order to pass this exam, you will need to thoroughly understand the material.  The best way to study for this exam is to read the chapter completely, highlight significant points, and do the end-of-chapter written exercises.
2. There will be a practical exam after each module.  This exam will consist of using the application being tested and performing the skills learned in that module.  In order to pass this exam, you will need to know the menu structure, the meaning of the icons, and how to perform the various tasks explained in the chapters.  You should study the task reference notes throughout each chapter.

3. There will be a final exam consisting of 100 questions.  This is a comprehensive exam covering all three modules and is taken on the computer.  Questions are multiple choice or true/false.  You will be expected to understand how to access various features and how to solve business problem scenarios using the software applications. There will be a comprehensive review of the final on Monday, December 8, 2003.  You don’t want to miss this class under any circumstances.
Exam Policies:

1. You must be on time for exams.  The Computer Science Department’s policy on exams is that after the first student has completed the exam, no more will be started.  If you are late, and even one student has finished with the exam, you will not be permitted to take the exam.

2. Missed exams cannot be made up.  You will be given 0 points for that exam.

3. If you are caught cheating on an exam or a lab, you will receive a failing grade for the course. 

Time Outside of Class:

1. It will be necessary to spend a considerable amount of time outside of class to complete the work.  Typically, students spend between 6 and 10 hours per week (in addition to class time) to complete the lab assignments.  This time can be spent on your home computer (if you have the proper software) or at the college in the computer commons. Spending time outside of class does not replace the requirement of coming to class.
2. If you are unable, due to school or personal circumstances, to spend sufficient time, you may want to consider taking the course another quarter that is not so busy.

My signature indicates that I have read the above class policies.  I understand that by not following these policies, I may not be successful in this course.
Printed Name:  _________________________________________

Signature: _____________________________________________

Date: _________________________

