CS 107 Computers and Their Applications
Course Procedures

Dr. Jeffrey N. Denenberg
The size of this class REQUIRES the adoption of several procedures, which will aid in helping to ensure that you receive appropriate credit for attendance, home assignments, quizzes and exams.  YOU are responsible for following the procedures listed below.  Your attendance & work, and thus your grade, will be computed based upon the procedures listed here. 

Procedure #1:

Each student in my CS 107 class is REQUIRED to obtain, between the first and the SECOND class meeting, a course-binder for student work.  The binder MUST have the following characteristics...

· ½ or ¾ inch width, FAT binders are not acceptable; There are too many of you
· 3-ring binder, 

· 8 ½” X 11” size, with a

· CLEAR pocket on the binder edge.

Procedure #2:

Each student MUST COMPUTER-PRINT the following information for inserting into the ‘binder edge window’.

· YOUR name printed CENTERED as follows...

· LAST name, comma, and then FIRST name, in

· ‘ARIAL’ font,

· BOLD, of size, 24 points.

· The CENTERED course # & section #, with the following characteristics...

· ‘ARIAL’ font,

· BOLD,

· Of size 16 points.

· My name “Professor Dr. Jeffrey N. Denenberg”, with the following characteristics...

· ‘ARIAL’ font,

· NON-BOLD,

· Of size 12 points.

· The course, section and professor name must be on the same line separated by a “/”

Procedure #3:

Each course-binder MUST have ‘assignment dividers’ inserted, with the following characteristics...

· Ten (10) dividers minimum,

· The first divider labeled as “Assignment #1”,

· Each subsequent divider labeled as Assignment #2, Assignment #3, etc.

Procedure #4:

Each student will hand-in this course-binder at the SECOND class meeting (formatted as specified).  The course-binder will REMAIN in the possession of our TA (Teaching Assistant), for the duration of the course.

Procedure #5:

Each student will COLLECT their binder at the beginning of EACH CLASS, and will insert the following material into the course-binder at the beginning of each class...

· any home assignments (non-SAM) due (PRE-PUNCHED to fit into the binder), and 

· any Quiz given during the class.

Student’s previous week’s home assignments, quizzes & exams will be graded and will be available for viewing in the course-binder.  ALL work is to REMAIN-- in the course-binder.  

NOTE:  Any disputes as to homework handed-in, quiz grades, exam grades, etc. will be resolved ONLY by work IN the course-binder.  
The SAM system will be used to report your progress on SAM Training, exams and projects.  Adding those to your binder is optional.
Because graded home assignments, quizzes & exams will be returned to each student, in their course-binder, you MUST NOT remove, nor look into, another’s course-binder.  Keep an electronic copy of all of your work in this course as a back up to the hard copy in your binder.
Procedure #6:

Attendance will be taken by my TA, shortly after the beginning of each class using an automated card swipe system.  You will also swipe your ID card as you leave class to get full credit for attendance.  Your correct ID code (from the back of your ID card) needs to be registered into our course database for you to get credit for attendance.  Check that attendance credit is being given after the first semester exam.  If you lose your ID card, get a new one and register it with our TA.  Recheck that credit is working again after the next semester exam.
Procedure #7:

Any student work inserted into the course-binder MUST include the following information, on a COVER sheet, including...

· your name / ID number (from the back of your ID card),
· the assignment title, and

· the due date.

Include a printed copy of the assignment (if any) from our web site.

NOTE: Only neat, professional work will be graded!  No work hand-written or torn from a spiral notebook will be considered professional work, and thus will NOT BE GRADED.  
Procedure #8:

The FIRST PAGE in the course-binder (before the first divider) MUST contain the following information...

· your FULL name,

· your e-mail address,

· your student ID number (from the back of your ID card),

· your year rank (freshman, sophomore, etc.), 

· your major.

Summary

Following these requirements will accomplish the following class-size logistic-problems...

· Attendance will be accomplished quickly, and without class disruption.

· Home assignments will be available in ONE place for grading and dispute resolution.

· Quizzes & exams will be available in ONE place, for review & dispute resolution.

· Handing-back of quizzes & exams will NOT disrupt the class.

· Handing-in of home assignments will be accomplished by a known & understood process.

NOTE: The course-binder will be considered your FIRST home assignment and will be graded.  Late course-binders will receive reduced credit! The completed course-binder will be available to you at the end of the semester.
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