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ELECTRONIC SPREADSHEETS (EXCEL) - Syllabus

	Course #:
	OT-1863-20 Tuesday
OT-1863-21 Wednesday
	Instructor:
	Mike Due

	Location:
	Room 333 Tuesday
Room 324 Wednesday
	Cell Phone:
	335-4236 (please only call prior to 8 pm)

	Lecture and Lab Times: 
6:15 p.m. – 9:40 p.m.
	E-mail &
Web Site:
	mike@mikedue.com
www.mikedue.com
Note: Instructor does NOT use Blackboard on the CincinnatiState.edu website.

	Text: The Professional Approach to Microsoft Office Excel 2007 by Kathleen Stewart
	Office:
	N/A

	
	Calendar:
	Please visit www.mikedue.com for all class dates


Description:

Class periods will consist of a lecture covering one or more chapters in the book, followed by time to work on exercises in a lab environment. If time permits, the instructor may opt to cover material in an alternate order or in an expedited or delayed manner other than what is shown below.

Note: Students should NOT use their computers during the lecture. Students who do so may receive point deductions from their final grade at the instructor’s discretion.
Grading Components:

· Attendance will count for 10% of your final grade. Be sure you are on time for class; tardiness may be recorded as an absence.
· There will be 2 exams during the term worth 70% of your final grade.  These will be hands-on tests where you will need to demonstrate your proficiency with Excel. 
IMPORTANT NOTE: Students who fail the final exam will not be able to pass this course. 

· 20% of your grade will be derived from homework. This will come in the form of working through the entire lesson in the book. 
· Homework must be emailed to mike@mikedue.com. 
· Submissions must be sent with a subject line that follows this form: Excel Class – FirstInitial. LastName - Lesson #. By way of example, Jane Smith’s subject line for lesson 2 would be: Excel Class - J. Smith - Lesson 2. 
· All files completed for each lesson should be clearly named per the information in the book and should be sent as attachments in one message. 
· Your name should also appear in all footers of files you submit. 
· Homework that does not meet these standards will be returned to the user and remain ungraded until submitted properly. 
· IMPORTANT NOTE: Work that is not submitted on time will not be accepted. All homework must be submitted one week after it is assigned or earlier. All homework must be submitted in electronic form, no paper submissions will be accepted except at the instructor’s discretion.
Grading Scale:

	90% - 100% = A
	80% - 89.5% = B
	70% - 79.5% = C
	60% - 69.5% = D
	Below 59.5% = F


Academic Integrity:
Students are expected to maintain the highest level of academic integrity.  Academic dishonesty will not be tolerated.  Specifically, students are expected to do their own work.  In all cases the division dean, the student’s program chair, and co-op coordinator will be informed.  The instructor reserves the right to refer the case to the Academic Vice President for appropriate action.  For further details see the Cincinnati State Student Code of Conduct. 

Failure to comply with this policy will result in actions deemed appropriate by the instructor, including assignment of an “F” for the final class grade.

Attendance:

Attendance is essential in order for you to be successful in this class and in the world of work.  The instructor will take attendance at each session.  At the end of each term, your attendance record is turned in to the registrar along with your grade in this class.  Cincinnati State’s Board of Trustees has mandated that each instructor record attendance for each class.

Attendance may be taken at ANY point during a class period, usually at the beginning of class. Tardiness may be recorded as an absence, so showing up on time is very important. Excessive absences may cause drastic grade reductions. Attendance is very important to the satisfactory completion of this course.  If you cannot attend class for any reason, please email or call the instructor with sufficient advanced notice or within 24 hours of the absence. Reasonable excuses will not be penalized for an absence, to be determined by the instructor. In an emergency, don't worry about contacting the instructor, just get through the emergency first, then contact the instructor within 24 hours.
Tardiness:

Being on time for your employment responsibilities and to meetings is a valued trait in the world of work.  Tardiness is considered to be a behavior not in keeping with the development of a successful student/employee.  Students are expected to be on time and to remain until the end of the class period. Tardiness may count as an absence and thereby negatively affect your attendance grade.
Make-up Assignments and Tests:

Contact the instructor for arrangements for make-up assignments and tests.

Classroom Conduct:

It is the instructor’s goal to maximize students’ opportunity to learn.  Students are expected to maintain a classroom environment that enhances that goal by demonstrating appropriate classroom behaviors.  Examples of appropriate behaviors include but are not limited to the following:

· Use appropriate language.

· Speak in a conversational tone/level.

· Do not antagonize peers and/or instructor(s).

· Respect other students’ responses and contributions to class discussions.

· Do not interrupt class discussion because of tardiness, asking unrelated questions, entering room in search of an open lab, etc.

· Follow break-times limits.

· Refrain from using interrupting electronic devices (cell phones, radios, tapes, CDs).

· Students should not use the Internet during class lecture, except when accessing relevant websites for the course.

· Be mentally and physically present during class lecture, discussions, and activities.

· Food and beverages are prohibited in computer labs and allowed in other classrooms at the discretion of the instructor.

· Children in classroom as stated in Student Handbook. Children on campus must be accompanied by parents or another adult.  Allowance of children in the classroom is at the discretion of the instructor.

· Cat juggling is strictly prohibited during class.
Failure to abide by these standards will result in appropriate actions taken by the instructor.

Dress Code:

The purpose of a dress code is to create a more comfortable learning environment for all students.  The professional presence you practice in the classroom and/or lab often mimics how you will present yourself in the workplace.  The dress code in certain labs may be required to safely accommodate the learning activity within the environment.  Therefore, specific dress requirements will be made at the request of the instructor when necessary.  Examples of appropriate attire and appearance include but are not limited to the following.

Academic Advising:

Academic Advising is your opportunity to meet with a program advisor to discuss your career and academic goals to review your curriculum, to schedule classes, to obtain initial information regarding co-op and to review academic progress.

ADA Accommodations:

If you need special accommodations prescribed by the Americans with Disabilities Act or Section 504 of the Rehabilitation Act, please meet with Mr. David Cover, Special Needs Counselor, prior to participating in classroom or laboratory activities.  Mr. Cover can be contacted at 569-1613.  He will advise you of appropriate academic accommodations and provide you with identified services.

Cooperative Education:

Co-op reinforces your employment preparation by integrating classroom learning and skill development with work experience.  It can help you clarify your career choice, promote independence, help you develop responsible behaviors in the workplace and generate money to assist you with educational costs.  Talk with your co-op coordinator or academic advisor about the cooperative education opportunities available to you.



























