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Robin Wood

Web Page Design/Computer Applications Instructor

Contra Costa Regional Occupational Program

1800 Oak Park Blvd., Ste. A

Pleasant Hill, CA  94523

925-934-5653

May 3, 2006
Dear New Student:

Welcome to the program!  I am so glad that you have decided to join our class.  I hope that your time here will be rewarding and productive.  The first few weeks of class can be rather overwhelming.  Have no fear, in less than a month you’ll be feeling like a pro.

I wanted to take this opportunity to review some important items.  Some are related to class rules and some are helpful tips.  Please let me know if you have any questions about any of the following items:

1. The course is a maximum of twenty-seven weeks or three nine-week sessions. There are no course extensions.
a. Class meets Monday-Friday from 12:15-6:15 p.m.  
b. Attendance in the course is mandatory.  
i. The only “excused” absence is jury duty.  
ii. Students may miss up to three classes in a nine-week period.  
c. If you are going to be absent from class you must call 925-934-5653 or e-mail rwood@cccoe.k12.ca.us.
i. If you know that you will be absent in advance, please complete the Request for Time Off form located in the student area (in the front of the classroom, near the water cooler) in advance.  Leave the form in the project basket.  Absence requests must be in writing.
d. I understand that some students may need to leave class early or come in late on occasion; this can usually be accommodated as long as it is not on a regular basis.  
2. Please keep in mind that the more class time you miss the further behind you may become in your studies.  Again, there are no extensions on enrollment time.
3. Break times for class are 2:00-2:20 p.m. and 4:00-4:20 p.m.  
a. These are also the instructor’s break times so please hold questions during these times.  
b. Remember that excessive or long breaks will slow your progress, so limit your breaks to 20 minutes.  
c. Class ends at 6:15 p.m., I will announce clean-up time around 6:05 p.m.  Questions should be asked before clean-up is announced. Another class starts promptly at 6:30 p.m.  
4. Our classroom web site is filled with useful information.  The site is located at http://pclab.cccoe.k12.ca.us/.  When you launch Internet Explorer on any classroom computer the site should appear automatically. The site is also accessible at home.  
a. You should spend some time getting to know this web site.  It contains all of the course rules, assignment sheets, project information, job search tips, and lots of helpful information for the new student. 
b. When you open the class web site at http://pclab.cccoe.k12.ca.us/ you will see links on the top of the page, these links will take you to the main areas of the web site.  
i. Read the “Current Students” page at http://pclab.cccoe.k12.ca.us/exist.htm as soon as you get logged into the network.  There is information about class procedures, attendance, breaks, ordering books, software discounts and testing procedures.  
c. Because this is a self-paced course, it is very important that you familiarize yourself with our class web site.  Like any college course, it is a student’s responsibility to read the course syllabus, assignment sheets, instructor notes, and other course materials.
5. For students studying web design, click the Current Students link on our main web page, then click the Web Design link at the top of the page under the banner.  This link will take you to http://pclab.cccoe.k12.ca.us/webdes/webdes.htm.  

a. This page contains the overall course objectives/syllabus, a link to assignment sheets, student portfolios, the class message board, and links to Putertutor.net (graphics and web design resource site) and finally TinkerTech.net (course lecture notes).  
i. Please spend some time reviewing http://www.tinkertech.net, there is a lot of useful information on the site that pertains to the course.  I recommend that you use the Archives page to navigate the site. 
ii. Please try to access the message board a few times per week to see if there are any class announcements or updates.  I use this board to make announcements about class.  It is especially important for you to check the board if you have been absent. The message board address is http://pclab.cccoe.k12.ca.us/phpBB2/index.php and can be accessed from home or here in the classroom.

6. You should also familiarize yourself with the Assignments/Projects page at http://pclab.cccoe.k12.ca.us/webdes/asnsheet.htm.  This page links to all of the assignment sheets for the course.  The assignment sheets contain submission guidelines, book errors, weekly assignments, and unit project information.  
7. It is expected that you will take notes in class.  Therefore, you should bring the following supplies to class on a daily basis: notebook/paper, pencil/pen, and a binder to store course handouts.  We do not have supplies available in the classroom.

8. All required textbooks are available for purchase in the class.  
a. Books must be ordered one day/class in advance. 
b. To order a book, complete a receipt form (located in the student area in the front of the classroom) and leave it in the basket labeled "Submit Projects Here".  Be sure to complete the entire form including price (a price list is available on the wall above the receipt forms and was also included in your orientation packet) and total the form.  Use the current date for the enrollment date.  
c. Your book/books order will be available the next class.  You must order your book one day in advance; we will not issue books on the same day they are ordered.  
d. You may also order your book from Amazon or your favorite book store.  The ISBN numbers for the books are located on the assignment sheets. Please be sure to order your book in advance, we do not have class copies available for student use.  
9. While there are no official “due dates” for projects (this is subject to change), it is recommended that you complete your projects before you move on to the next application, i.e., after completing the HTML book, complete the HTML project before starting the Macromedia Suite.  
a. All projects must be submitted by your course ending date.  The instructor will not review projects after you have completed the course.  
b. Students who submit all of their projects during the last week of the course may have to wait up to a month for their projects to be reviewed and certificates to be issued.

c. Here is a timeline of unit/project completion:

i. Windows 2000, web design CD, HTML CD, HTML book and HTML project (first nine-week session)

ii. Macromedia Suite – Dreamweaver, Fireworks, and Flash (second nine-week session)

iii. Dreamweaver MX with ASP, Coldfusion, PHP, Photoshop, optional units, and complete any outstanding projects and the final project. (third nine-week session)

10. After completing the Windows 2000, web design, and HTML CDs, you will begin the book Creating Web Pages with HTML and XML.  
a. When you are approaching the end of the HTML CD, turn in a receipt form for the HTML book. 

i. Receipt forms are located in the student area of the class, by the water cooler.

ii. Do not attach a check to the receipt form.

iii. Leave the competed receipt form in the project basket in the front of the classroom (also by the water cooler).  
iv. I will have the book ready for you for the next class and I will collect a check at that time. 
b. The assignment sheet for the HTML/XML book can be found here http://pclab.cccoe.k12.ca.us/webdes/htmlxml.htm.  
c. Be sure to review the entire assignment sheet prior to starting the book.  
d. Errors that have been found in the book are outlined on the assignment sheet. I recommend that you print the assignment sheet and transfer errors/notes from the sheet directly into your book.  That way when you come to a page that has an error on it, you won’t waste time struggling when the solution is already noted on the assignment sheet.  Frequently students in class will make a note on the page that contains an error that says “see assignment sheet”.  
e. If you are having trouble with an exercise, be sure to check the assignment sheet to see if there are any helpful tips.  

f. This unit is very comprehensive and takes the most time.  I recommend that you read ahead at home in order to complete the unit within the first nine-week session.  
g. As a guideline, each chapter of the book should take approximately one week (the first few chapters should take less).  We estimate that you should complete the HTML book within nine weeks.  If you find that you are spending too much time on a unit, ask for help.  I want you to be successful in the course, not frustrated. Again, while there is very little assigned homework in the course, you may need to do some reading at home to keep on schedule.  

11. In this classroom we save all of our work to the network or drive F:\.  Regardless of what a book says, you should never save any files to drive C:\ or to the desktop of the computer.  Your instructor will show you how to access your network directory and how to save.  Your network folder will frequently be called your PM directory.
12. Help Signs – There should be a blue help sign at your station (if you don’t have one, please feel free to take one from an empty workstation).  
a. Always use your help sign if you need assistance with your work or if you need to discuss something with me.  
b. Please do not form a line around my desk. 

c. If you need to discuss something with me privately use your help sign, we will schedule a time to meet privately.  
d. I know that it’s difficult to get in the habit of using the signs, but they really make classroom management easier and this process is fair to all students. 

13. There is no food, drink, or gum allowed at any workstations.  
a. If you violate this rule you will be dropped from the program.  No exceptions.
b. If you eat your lunch at the front table, be sure to clean up afterwards, there is cleaner and paper towels in the lower cabinets in the student area.  
c. Please be sure to clean up your workstations at the end of the day.  Used cotton balls, Kleenex, etc. should be thrown away; chairs should be pushed under the workstation.  Please help to keep our classroom germ free, if you need to use Kleenex, keep them in your pocket and not on your workstation.  
d. Shoes are required in class at all times.
14. You are expected to maintain a professional attitude towards your instructor and your fellow students while in the course.  Behavior that is not appropriate on the job is not appropriate in the classroom. Students who display unprofessional behavior in the classroom may be put on course probation and/or dropped from the program.
15. Unfortunately, parking is limited in the Baca Building lot.  Therefore, we ask that all students, unless you have a disabled person’s plaque, park in the County Office of Education lot at 77 Santa Barbara Road.  Parking permits are required; if you do not already have one, please ask me for a parking permit. While there may be spaces available in our lot, they belong to other tenants and students are not allowed to park in them.  If you park in another tenant’s space, your car may be towed without notice.  
I know that this seems like a lot of information to absorb, but these are questions that I am frequently asked in class.  My goal is for you to be successful during the program and I hope that by outlining these class procedures, you will find it easier to complete your coursework.  
Sincerely,

Robin Wood

Computer Applications and Web Page Design Instructor

