CIS 5 (Section 0452)
Computer Literacy
Syllabus – Fall 2007          


Instructor: Norman Rose 

Voice mail: 707-527-4999 ext 3115 (try not to use!)
Email: rosetheprof@yahoo.com (do try to use!) 

     In the Subject line include CIS5 and your name, or it will probably be deleted unread. 
Class Web site: 
http://whizkidz.org (Go to SRJC section & click CIS 5 link)  
Class Hours: 
 
Lecture
Room 2921
Mon. 10am–noon (typically lecture/discussion/quizzes) 
Wed. 10-11am (typically lab demo & homework discussion)

Lab
Room 2926
Wed. 11am-noon




(Instructor will be in lab with you for that hour only)
Office Hours: Mon/Wed 9:15-10am, Room 2926 + Daily online by e-mail


Course Overview 

CIS 5 offers a broad overview of computers: 

· their history 
· how they work 
· how they are used 
· their social impact 
· their future 


This course is about concepts more than actual hands-on practice. It is a general education course which meets AA/AS degree requirements in Area B, Communication & Analytical Thinking, and transfers to the CSU and UC systems (CAN CSCI 2). It is also a required course for the Microcomputer Systems User and Radiology Technician certificates.


The lab work offers limited experience with an operating system, word processing, Internet/World Wide Web access, spreadsheet, database, graphics, presentation software, and document integration. Lab exercises are done on PCs using Windows XP, various tutorial programs, and Microsoft Office 2003. 

You do not need any previous computer experience. 

Because of the reading and writing required, eligibility for English 100A or equivalent reading level is recommended. If you are not sure what your reading level is, contact the Assessment Office at 527-4661. 


Textbooks

Required Texts (Package available in SRJC bookstore) 

· Discovering Computers 2005 Fundamentals (Second Edition) 
Shelly, Cashman, Vermaat; Course Technology (2005)

Required Lab Texts 

· Microsoft Office 2003 - Illustrated Brief 
Michael Halvorson, Marjorie Hunt; Course Technology (2004) 

Recommended:
Webster’s New World Computer Dictionary, Ninth Edition 
Bryan Pfaffenberger; Hungry Minds, Inc. (2001) 

Materials and Supplies

· five high-density 3.5" diskettes

· 1 USB Flash Drive 


Lab exercises
Lab exercises are based in your lab text, textbook, and various tutorial programs. I may also distribute additional materials in class. 

The purpose of lab exercises is to add to your understanding, not just give you directions to follow. You may need to do some exercises more than once to get a better understanding of what you are doing. Lab exercises will be graded on how thorough and accurate you are, and how well you communicate what you have learned. 

Projects
In addition to lab exercises, three projects will be assigned. Projects include completing the assigned activity as well as preparing a report or presentation. Due dates are given in the Schedule. Details about each project will be handed out and discussed in class. 


Homework Standards 

Assignments will be posted to the schedule every week. Refer to your section web site for the schedule. Due dates are posted in the schedule for each section.

If you notify me ahead of time AND I give my approval, your late work may be turned in, without penalty, at the first class meeting following the absence. Without prior arrangement, late work will only be accepted one week after due date and a 20% deduction may be imposed. (The one exception is the last day of class. Your final work must be turned in by the end of class or lab time following the class.) 


Tests and Exams
There will be three tests and a final exam. Dates will be posted on the Schedule. Each test will cover material from the lecture, reading and lab work for the previous 3-5 weeks. The final exam covers the whole semester.  
All tests and the final exam will be turned in at the end of the test time, whether you finish or not. Students with special needs for alternate testing accommodations or extra time must provide verification and make arrangements with me well in advance. 

Missed Tests 
If you cannot be in class for a test or the final exam, contact me in advance (or as soon afterwards as possible in case of emergency) to arrange a make-up time. You will not be allowed to make up the test or exam if you do not meet this requirement. 


Grading Policy 

Grades will be based on the total percentage of points earned during the course, assigned as follows:  
	Participation
	  5 %

	Lab Exercises: (12)
	30 %

	Projects(3)

	30 % 

	Tests(3) 

	15 % 

	Final Exam 

	20 %


These are the percentages for grades:
	90% -100% 
	A

	80% - 89% 
	B

	70% - 79% 
	C

	60% - 69% 
	D

	Less than 60% 
	F



Student Participation

You are responsible for reading the chapters before coming to class and all lecture and lab material assigned. Come to each class on time. Bring a pen or pencil, paper for note taking, and be prepared to participate in the lectures and demos. Your participation, including your conduct and attendance, counts as 5% of your total grade.

Attendance

You are expected to attend regularly, arrive on time and stay for the full class and lab time. If you are absent, late or leaving early, you must let me know in advance (or as soon after as possible in an emergency), otherwise it is unexcused and may lower your participation grade.

After any absence, you are responsible for getting any class handouts from me (or from the class Web site) and copying notes from a classmate.

Student Support 

Please feel free to contact me. If you need help outside your class time, send me an e-mail, (or voice mail) or come in during my office hours. 

Student Conduct

You are expected to adhere to the student conduct code as outlined in the schedule of classes. Plan to arrive on time, stay the full time, and conduct yourself in a way that is respectful of others’ desire to participate and learn. If you have any questions about student conduct standards you may read more here: http://www.santarosa.edu/admin/scs/

Cell Phone Policy

The following rules will be enforced in all CIS Department classrooms and Labs. The goal is to prevent cell phone usage from disturbing students and faculty. Repeated violations of these rules will result in disciplinary action and/or loss of Lab privileges.

1.....No Ringing! All cell phones must be turned off or placed in vibrate mode when entering any lab or classroom.

2.....No Talking! No phone calls may be made or accepted while in any lab or classroom. 

3.....Enforcement:  Students who infringe on cell phone policy will be cautioned that their lab privileges will be in jeopardy if they are not able to comply. On a second infraction, the student will be given a final warning, their name will be taken and an incident report will be submitted. Any further infraction will lead to the automatic loss of lab privileges.

Other Electronic Devices
Personal headphone devices or wireless cell phone headsets may not be worn during class. 

Miscellaneous

Because classrooms and labs are closed spaces, please try to be “odor neutral.”
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