	Cptg 1010– Computing with Spreadsheets
	CLASS POLICIES
	CRN– 84096

	
	Fall Semester, 2005
	


PROFESSOR:
Mary Hudachek-Buswell
(formerly Mary H. Stephens)


OFFICE HOURS:
12:00 – 3:00 p.m., TR, Rm U 405

4:30 – 6:00 p.m., TR, Rm U 405

CLASSES:
Precalculus, Math 1113




10:30 - 11:45 a.m, TR, Rm U 420

College Algebra, Math 1111




3:00 - 4:15 p.m, TR, Rm U 420

Precalculus, Math 1113




6:00 – 7:15 p.m., TR, Rm U 425

Computing with Spreadsheets, Cptg 1010


7:30 – 8:20 p.m, T, Rm U 409

OFFICE:  U 405



HOME PAGE:  http://cims.clayton.edu/mhudachek/ 

PHONE:  770-961-3695


E-MAIL:  maryhudachek-buswell@clayton.edu 

ELECTRONIC MESSAGES

· Any voice-mail or e-mail messages are returned during the regular workweek.  The instructor checks e-mail each day.  

· ABSOLUTELY NO GRADED ASSIGNMENTS WILL BE ACCEPTED VIA E-MAIL.  Assignments must be turned in as the instructor directs.

· The instructor will NOT email or telephone to tell you everything you missed in class if you did not attend that day.

ATTENDANCE:

· Students are expected to attend each class session.  Attendance will be checked.  

· Students who leave class early will be counted absent for that class, unless prior approval has been given by the instructor.

· Students are responsible for knowing about announcements/assignments made in class, whether or not the student is present.

EVALUATION:

	GRADING SCALE
	 
	ASSESSMENT
	POINTS

	Grade
	Percent
	Points
	 
	Test 1
	100

	A
	90%
	100.0%
	360
	400
	
	Test 2
	100

	B
	80%
	89.8%
	320
	359
	
	Project
	200

	C
	70%
	79.8%
	280
	319
	
	Total
	400

	D
	60%
	69.8%
	240
	279
	
	
	

	F
	0%
	59.8%
	0
	239
	
	
	


NOTE:  Students who officially withdraw will receive a W before midterm on October 14.  Withdrawals after that day result in an automatic WF unless a hardship exception is granted.  (See CSU catalog for hardship criteria.) 

MAKE-UP WORK:

· The Project must be turned in by the date announced by the instructor.  Any project turned in late will receive a 10% per day penalty. 

· In-Class Graded assignments must be made up within one week of the assignment date, after that date, a zero will be given. An assignment may not be made up unless an excused absence is obtained from the instructor.  An unexcused absence will result in a zero for that asignment.

· To obtain an excused absence, the student must give the instructor a written explanation of the absence immediately upon return to class.  The instructor will decide whether the absence is excusable.  Whenever possible, the student should check with the instructor before missing class.

Student Responsibilities:  Students must abide by policies in the Clayton College & State University Student Handbook, and the Basic Undergraduate Student Responsibilities.
HOMEWORK:  In order to succeed in this course, a student must do each homework assignment.  On the average, homework will require three hours, per semester credit hour, of work outside of class each week.

All pagers and cell phones must be turned off during class.

E-Mail/Floppy Disk Format and Procedures:  When contacting me via e-mail or handing in work on a floppy disk; you must identify all of them with your first and last name, the course number, the section number, and filename of the assignment being turned in at the time.  See the backside of this page for explicit examples of each.  In addition to this requirement, any disk turned in must have only the assignments being requested on it.  The disk may not contain any other files.  The instructor is not responsible for disks or files that could not be opened for any reason.  It is the students’ sole responsibility to make sure their work is saved and opens successfully.  All students must back up any electronic assignment being turned in for their own protection against unforseen circumstances.  If these procedures are not followed, then the students’ work will not be graded and is considered late.












