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Course Description:

GENS 410. Senior Seminar. 3-3-0. Prerequisite: Senior standing in GENS. Career choices, graduate school possibilities, financial decisions, resume writing, oral and written communications. Individual, semester-long career projects.

Note on Prerequisites: 

GENS 410 has a limited number of seats available. Because this course is taught as a "capstone" course and as a Gen. Ed testing course, graduating seniors will be given first consideration for registration.

Course Information:

Schedule

GENS 410 (section AT, meets from 4:00 P.M. to 6:50 P.M. on Tuesdays in Peltier Hall Room 117. Students may be asked to report to a computer lab as the semester progresses.

Instructor

Albert Davis






Office: 104 Peltier

Interim Director of General Studies



Phone: 448-4432 (4459)


Distinguished Service Professor of English


engl-ajd@nicholls.edu

Novelist in Residence

Department

General Studies





Phone: 448-4432

Albert Davis, Interim Director

Class Schedule and Office Hours for Spring 1999
This class is the only class I am teaching this semester. I am in the office most afternoons; thus, all of my class-related office hours are reserved for students who are taking this class. Because many students live off-campus and commute long distances, it might be best for you to call before you come. If I am not in my office, my secretary can schedule an appointment for you. Then you're on your way.

Texts:

Required:
Ready for the Real World



Hartel, Schwartz, Blume, Gardner


Optional: 
The Elements of Style




William Strunk, Jr. and E.B. White





3rd Edition or later

Required Purchases:

Diskettes

For the computer-related assignments, all students need to buy at least three 3.5 inch HD (High Density) computer diskettes. These diskettes are "storage media" where you can keep copies of your work. It would be best if you do not buy diskettes that say they are formatted for IBM. Make sure they are formatted for Macintosh. The Nicholls State University bookstore sells diskettes singly, but diskettes are widely available in economy packs. Have diskettes with you on the second day of class. Note: If you cannot find diskettes that are formatted for the Macintosh, try to buy unformatted diskettes. If you bring diskettes that are formatted for IBM machines, you will be responsible for “re-formatting” or “re-initializing” your diskettes on your own time. Remember, your need three diskettes; I may pick one up from you at any time. I will also collect one of these diskettes from you at the end of the semester. I keep these diskettes as part of the student material I am required to keep on file. There are other storage-media options —diskettes that hold more information than the 3.5-inch floppies. These options will be discussed in class

Answer Sheets

Each student should purchase a pack (5 or so) of “bubble-in” computer-scanner answer sheets for quizzes and exams. These are also available in the bookstore. Have these with you the second day of class. 

Folders

Each student will need a standard-size (letter not legal) cardboard file folder. These folders should also be brought to class on the second day. For information on how to label these folders, see the section or handout entitled Assignment (Due on Second Day of Class).

Finally, students may have to purchase special folders that will be used for the final portfolio. These binders are inexpensive, but are necessary for a business-like and professional presentation. Students should wait for instructions to buy these binders (near the end of the semester). 

Skills/Required Lab Attendance
One of the stated goals of GENS 410 relates to the enhancement of oral and written communication skills. Included in written skills is the very practical skill of being able to use a computer with the skill-level that will be adequate for your job site. Thus, present-day job-market communication skills are linked with computer skills. I will teach you how to use the computer as a tool for surviving in the world of writing that awaits you after you have graduated.

Although knowledge of computers is not necessary, students should have basic typing skills. Thirty-five words per minute is a reasonable estimate. You will be required to compose, design, and print your own papers (on lab printers or on other printers available to you).

Campus computer labs are available to students who need to practice typing or word-processing skills. Since most assignments will be completed on the computers in this class, it is very important that students have time to spend outside of class in one of the open computer labs on campus. The Arts and Sciences computer labs in Peltier Hall (120 Peltier or 131 Peltier) are sometimes used as an open computer lab after classes have finished. Note: Students should not wander into a scheduled class when they need access to the lab. During those semesters when 120 and 131 Peltier are used as open labs, schedules are posted on the doors. If you will have difficulty getting to a lab, see me before the drop and add period ends. You will be required to work on the computers in the lab that is chosen as the GENS 410 lab. Not having the time to get to a lab will not be an adequate excuse for late assignments.

The Required General Education Competency Exam

Taking the university-required General Education Competency Exam is a requirement for completing this course. This requirement is listed in your University Bulletin, page 20, 2001-2002 edition as follows: "Students will be required to take a test on general education before graduation. Test results are used solely for program evaluation and student cooperation is required." Testing dates for this semester are November 6, 7, and 15. Tests will be administered free-of-charge in Peltier Auditorium and will run from 7:30 A.M. until 7:30 P.M. Students must present picture identification and must sign-in at the test site (lobby of Peltier Auditorium). Students are not to miss class to take the Gen. Ed test.
Please note: Students who do not take the Gen. Ed. test will be given an I in this class (university requirement).

Please see me if you have taken the Gen. Ed. test in another class so that I can validate that you have completed this most important requirement.

Course Philosophy

You come to me as General Studies students who have been educated in a diverse and well-rounded system of knowledge. You come to me as thinkers, also, with your own thinking habits. I cannot take credit for making you what you already are, nor can I take credit for the resources and faculties at your command: your storehouse of English words for communication skills, for instance. All of the skills you learned in other classes, particularly those relating to communication skills, will come into play in General Studies 410: problem-solving skills, language skills; your ability to gather, sort, and analyze information.

This is a class where you will put your skills to work to solve new problems, problems similar to the real-world problems you will encounter as soon as you take your degree to the job market. I will judge you on how well you use your communication and thinking skills to complete these real-world tasks. I will introduce you to terms, to language as a system for communicating. I will also suggest alternatives and logical approaches to solving the problem at hand.

Methodology

With the assistance of lectures, demonstrations, collaborative work between teacher and student, and examination of models of professional documents, the student in this course will prepare a final portfolio of written work containing assignments given in the course calendar. The portfolio will allow the student to present evidence of growth and improvement in performance; it will also allow students the opportunity to revise some earlier assignments as the student’s knowledge and skills develop. The student may also find the portfolio to be a practical career presentation opportunity in the world of work that awaits after graduation from the university.

Course Objectives

GENS 410 will prepare students for the professional world of work and self-fulfillment that awaits them beyond graduation. 

The following knowledge will be stressed:

•knowledge of the work place as it relates to the BGS degree

•knowledge of standard English as a tool for communicating in the work-place

•knowledge of the types of written and oral communication students may encounter in the workplace

•knowledge of the manner in which oral and written communication is initiated, composed, completed, and presented.

The following skills will be stressed:


•listening skills


•critical thinking, problem-solving, and organizational skills


•written English skills


•computer and design skills.

By the end of the semester the will

•evidence knowledge and awareness of the various avenues open to them following graduation with a General Studies degree

•apply critical thinking and problem-solving strategies in academic, leadership, and personal situations

•write compelling, attractive résumés and letters

•demonstrate oral communication ability accompanied by dynamic visual enhancements

•identify/explain the elements of financial and personal problem solving.

Course Requirements

•
Weekly reading assignments from text. All students will be expected to work on improving reading skills by reading texts closely and carefully.

•
You must spend 5 hours outside of class observing someone who has a job to which you aspire. You will interview this person and write a paper describing the job's duties and daily interactions. Ideally, the subject would be a person who has a BGS degree and who can explain how that degree meshes with the job-seeking and job-site adjustments that that person encountered.

•
A final exam; a paper based on an interview; résumés "slanted" to different job possibilities; an oral presentation with accompanying Power Point visuals; other weekly assignments based on letter-writing, report-writing and computer skills; and participation in class will determine your grade.

•
All students are expected to be well-prepared for class. To encourage such participation, students should be prepared daily for a quiz on reading assignments.

•
Students are to treat this class as a very important job that they have and behave accordingly.

The final grade will include a numerical average of the total points obtained on all quizzes, tests, and exams. The portfolio (if assigned) will have the weight of a single 100-point exam and will be averaged with all other work. With the exception of quizzes and short learning activities, writing assignments will be evaluated according to the guide in Appendix D.

Evaluation Instrument Definitions 

•Quiz—
unannounced, in-class evaluations worth less than 30 points.**

•Test—

announced in-class evaluations worth less than 50 points.

•Exams—
announced in class evaluations worth more than 50 points;







or


announced take-home evaluations worth more than 50 points.

**Unannounced in-class evaluations (quizzes) cannot be made up.

Please note that the number of quizzes and other assessments may vary depending on the individual class needs as determined by the instructor.

Specific Assignments and Grading

The following chart may be used to convert any letter grades to numerical grades. 

A++
100

B++
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C++
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D++
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Final Grades

Final grades are based on a checklist that considers three important factors that reflect the goals of this class: 1) attendance and participation at the work-sight 2) knowledge of the professional environment and subject matter and 3) excellence of product.

A

To obtain the grade of A, a student must receive a check in all of the three areas listed immediately below:

• an average of at least 90% of the total possible quiz points that awarded for participation (Daily quiz points are awarded for class attendance.)

• an average of at least 90% of the total quizzes, tests, and exams (scheduled and unscheduled).

• a superior final portfolio* (a grade of 90% or higher) and an average of 90% and above on all assignments.

B

To obtain the grade of B, a student must receive a check in all of the three areas listed immediately below, or any combination of checks in the areas listed immediately below and in the A-list above. The grade of B will not be awarded if a student has checks in any the areas listed in the C-level:

• an average of at least 80% of the total possible quiz points that awarded for participation (Daily quiz points are awarded for class attendance.)

• an average of at least 80% of the total quizzes, tests, and exams (scheduled and unscheduled).

• a above-average final portfolio* (a grade of 80% or higher) and an average of 70% and above on all assignments.

C

To obtain the grade of C, a student must receive a check in all of the three areas listed immediately below, or any combination of checks in the areas listed immediately below and in the B-list and A-list above. The grade of C will not be awarded if a student has checks in any the areas listed in the D-level:

• an average of at least 70% of the total possible quiz points that awarded for participation (Daily quiz points are awarded for class attendance.)

• an average of at least 70% of the total quizzes, tests, and exams (scheduled and unscheduled).

• an average final portfolio (a grade of 70% or higher) and an average of 70% and above on all assignments.

D

To obtain the grade of D, a student must receive a check in all of the three areas listed immediately below, or any combination of checks in the areas listed immediately below and in the C-list and B-list and A-list above. The grade of D will not be awarded if a student has checks in any the areas listed in the F-level:

• an average of at least 60% of the total possible quiz points that awarded for participation (Daily quiz points are awarded for class attendance.)

• an average of at least 60% of the total quizzes, tests, and exams (scheduled and unscheduled).

• a below average final portfolio* (a grade of 60% or higher) and an average of 60% and above on all assignments.

F

The grade of F will be assigned to a student who receives a check in any of the areas listed immediately below.

• an average of at least 60% of the total possible quiz points that awarded for participation (Daily quiz points are awarded for class attendance.)

• an average of at least 60% of the total quizzes, tests, and exams (scheduled and unscheduled).

• a far below average final portfolio (a grade of 60% or higher) and an average of 60% and above on all assignments.

Assignment Calendar
WEEK ONE (August 28)

Course syllabus and objectives will be discussed. An in-class biographical writing assignment may be attempted.

Assignment: Chapters 1-3 in the Hartel Text Ready for the Real World.

Assignment: Prepare a folder that contains all of the papers that were handed to you. These papers should all be signed whether or not there is a signature line. Label the folder on the label tab: last name first, student number below name.

WEEK TWO (September 4)

Class discussion on text readings and the world of general studies. Students will be introduced to the world of the BGS degree, the pros and cons. In-class projects may be assigned.

Assignment: Prepare a list of possibilities of the person/persons you will be interviewing and the person you will be "shadowing" for five hours. Include in your list reasons why this person is an ideal person for you to interview based on your goals and objectives after you leave Nicholls. Read chapters 4-5.

WEEK THREE (September 11)

Class discussion on text readings In-class projects and portfolio exercises may be assigned. If we have a guest speaker, take complete notes for lecture, discussion, or question-and-answer period. The content of classes with guest speakers will count as information that you may be responsible for on quizzes, tests, and exams. In-class computer lab projects may be assigned, depending on discussions.

Assignment: Make your appointments to see you’re the person you will be interviewing. An essay will be due Week Five. Essays will turn interview information into coherent, well-written essays (2-3 pages long, typed and saved on diskette in Microsoft Word.) Read Chapter 6 in your test.

WEEK FOUR (September 18)

Class discussion on text readings In-class projects and portfolio exercises may be assigned.

Assignment: Read Chapter 7-8. 

WEEK FIVE (September 25)

Essay on interview due today. Class discussion on text readings In-class projects and portfolio exercises may be assigned.

Assignment: Read Chapter 9.

WEEK SIX (October 2)

Class discussion on text readings In-class projects and portfolio exercises may be assigned. Essay on "shadowing" due next week. Essay will discuss what you have learned from "shadowing" your interview candidate. The essay should be 2-3 pages typed and saved on diskette in Microsoft Word. What did you learn from shadowing? What surprises did you encounter? Were these surprises different from the interview. What conclusions  did you reach that you could not have reached with the interview alone? 

Assignment: Read Chapter 10-11.

WEEK SEVEN (October 9) Mid-term Test or Exam.

Class discussion on text readings In-class projects and portfolio exercises may be assigned.

Assignment: Read Chapter 12.

WEEK EIGHT (October 16)

Class discussion on text readings In-class projects and portfolio exercises may be assigned.

Assignment: Read Chapter 13-14.

WEEK NINE (October 23)

Class discussion on text readings In-class projects and portfolio exercises may be assigned.

Assignment: Read Chapter 15.

WEEK TEN (October 30)

Class discussion on text readings In-class projects and portfolio exercises may be assigned.

Assignment: Read Chapter 16.

WEEK ELEVEN (November 6)

Class discussion on text readings In-class projects and portfolio exercises may be assigned.

Assignment: Read Chapter 17.

WEEK TWELVE (November 13)

Class discussion on text readings In-class projects and portfolio exercises may be assigned. Begin oral presentations assisted by Power Point.
Assignment: Read Chapter 18-19.

WEEK THIRTEEN (November 20)

Class discussion on text readings In-class projects and portfolio exercises may be assigned. Continue  oral presentations assisted by Power Point.
Assignment: Read Chapter 20-21.

WEEK FOURTEEN (November 27)

Class discussion on text readings In-class projects and portfolio exercises may be assigned. Continue  oral presentations assisted by Power Point.
Next week (December 4) is final exam.
Policies

Students will abide by policies concerning attendance, make-up work, and honesty in academic work. Other policies to assist the student are given below.

Attendance
The instructor is required to take roll every day. Unlike other classes that are not teaching business skills, the taking of roll in this class also amounts to an evaluation of a job skill—being present on the job site. Your attendance may be counted toward a general participation grade; your attendance may be counted as credit toward a general lab grade. Any points given that reflect attendance habits will be counted as daily quiz points (see below). Because participation (being on the job-site) is a part of the goals and objectives of this class, students should not expect a grade of A or B (or sometimes C) with poor attendance habits. I will try discuss these poor attendance habits (including tardiness) with those students whose grades might be affected by such habits. Students must see the instructor when they have missed three classes (excused or unexcused absences.)

Tardiness

The “job starts” when I arrive in the classroom. I may take my time getting to you to give you time to prepare yourself for the day’s work ahead. You are “late” after I call your name on the roll. I will give you partial credit for coming to class late; so please see me after class if you arrive after your name is called. I cannot give you partial credit if you do not see me on the day the tardiness occurs. To be honest, I do not look favorably on interruptions to my discussions, but it might be best if you walk in anyway. Be professional and smile, and you should be all right.

Make-up policy

There will be no make up tests for daily grades (quizzes, writing-lab attendance points, daily participation).

All writing assignments will be due at the beginning of class on the specified day. (This is the latest I will accept a paper; students may turn in a paper before the scheduled time.) Unless students have a doctor’s excuse, any paper turned in after I have collected the assignments will be considered a late paper. The first time a paper is late, the student will lose a letter grade per day. (Saturdays and Sundays together will count as one day.) The second time a paper is turned in late, the student will lose a letter grade per hour. The paper will not be accepted if the student is late a third time. 

I sometimes ask to see the work you have done already—rough drafts, etc.— in order to determine if a student is really late because of unavoidable problems or because of poor planning. 

Again, keep in mind that this is primarily a business class. Consider me a boss as well as a teacher. The looks I give you as you are detailing your excuses are the looks of a boss who has a business to run, a boss who gave you an assignment and who trusted that you would meet deadlines. In business, appearances, punctuality, attitude, and energy level all count. 

Along with the doctor’s excuse I may ask to see how much of the assignment you completed before the illness. Please plan ahead, any deadline reflects the latest date I will accept a paper; you may turn in a paper earlier than the posted deadline (especially if you foresee trouble with health or travel). 

Plagiarism

Concerning honesty in written work, students must abide by the provisions of the plagiarism policy published for all classes.

Disadvantaged Students
With appropriate documentation, students with physical handicaps or learning disabilities may request all accommodations due them.

Support Services
· Students needing additional help with writing assignments may schedule an appointment with a writing consultant in the Writing Across the Curriculum lab in Ellender Library.

· Students needing help with personal difficulties may schedule an appointment with a psychological counselor in the University Counseling Center.

Disruptions

Please do not bring your children to class. Also, all beepers and cellular phones should be turned off before entering the classroom. All students are to be courteous both to one another and to the instructor, as well as guest lecturers. Individual conversations should be postponed until the end of class.

With appropriate documentation, students with physical handicaps or learning disabilities may request all accommodations due them.

Final Note: The needs of this class may dictate changes to this syllabus. Because of the needs of individual classes, the instructor reserves the right to make those changes as the instructor deems it necessary. 

Appendix A: Readings from the Text
Besides practice, a lot of practice, a student who seeks to master any specialized field also needs a decent guide. Teachers and text books are both examples of guides. Each can be good for the student, but the best results come when students have both. Indeed, people who are involved with the form—journalists and other professional writers—often make excellent teachers and guides. Even they, however, cannot provide everything a writing student needs to master specialized writing techniques. Besides a human guide, good reference texts are also keys to success in learning any writing trade. Only through reading can you keep up with current approaches in the field. Text book readings will generally be assigned the class period before they are due, but students can stay ahead by beginning to read the day they receive this readings list. I will assume that you have read the text when I begin the lecture.

Note: Students should always bring the textbook to class. Students should make sure to keep up with assigned readings. Daily quizzes may be given; exercises in the text may be assigned as class exercises. 

Appendix B: College Grades/Real-Life Evaluations

Letter grades in GENS 410 can be translated as follows:


The grade of A is given for written work that is excellent in most of the 
following ways:



—The report follows directions (limitations) as given in class;



—The form is correct and fits the limitations given;



—The writing is outstanding, the style concise, the thinking clear;



—The student has chosen an idea with depth;



—All aspects of the problem (organization, details) are solved;



—The report would be considered exceptional in all aspects in a business 


environment;



—The one or two typographical errors (if any) are accidental.


The grade of B is given for above-average, college level work for the following 
reasons:



—The report follows directions, shows planning;



—The form is correct and fits the given limitations;



—The writing is good, the vocabulary appropriate for the audience;



—The student has chosen an idea that works well for the objectives of 



the assignment;



—The major aspects of the problem are solved, and the planning shows;



—In a business environment, the writer would be complimented, but the 



report might need another draft for minor revisions;



—There are typographical errors that are noticeable, but do not get in 



the way of communication. (Or there is a major grammatical 



error that is noticeable and gets in the way of communication.)


The grade of C is given for fairly correct, average, college-level writing:



—The student has followed most of the directions;



—The form, for the most-part, is correct;



—The writing is flawed, but readable and understandable;



—The student has done what is expected, and the idea is adequate;



—The problem has been solved with difficulty;



—In a business environment, the report would do the job, but because of 



its flaws, would probably need an entire new draft;



—There is a serious illiteracy in the report. (Or the several 




typographical errors or spelling errors detract from 




communication.)


The grade of D is given to faulty written work that is below college-level 
writing for some of the following reasons:

The form is not correct. The student did not follow directions. The writing and/or approach to communication is awkward. Treatment of the subject is vague. Sentences read poorly because of poor usage, lack of exactness, wordiness, logical omissions, faulty parallelisms, jarring shifts, misplaced emphasis. The idea and presentation do not go together. The text is messy, unreadable, unprofessional. Errors are too noticeable to be accepted in a business environment. Also in a business environment, the paper would be handed back for total overhaul, or the report may be given to another worker to complete. The writer would probably not be asked to do another report for the company.


F = Fired

Appendix E: The Learning Environment

Another critical question: What type of learning environment would you set up to simulate the world of writing beyond Nicholls State University? How would you re-label the writing lab?

The 410 Computer Classroom as a Business Setting as Well as a Classroom

Mastery of the Macintosh computer environment is by definition (and physical reality) a part of this class description. The instructor’s choice of the Mac environment is not meant to show a preference for the MacOS system. However, for most students, mastery of one operating system that uses a “windows approach” will mean mastery of any system that uses this approach. At the end of the semester all students will be able to add these computer skills to their résumés. If a student is Mac-literate, that student can be assumed to be Windows 97-literate.

Note well: The computers in the lab will be a part of a continuing problem that students must solve, a very common problem they will encounter in the business world after graduation. Workers usually have no choice as to the office equipment a particular company uses; new employees adjust to the office. The Arts and Sciences computer lab should, therefore, be looked upon as an office with company equipment. Students, as employees, must adjust. (Your boss—the instructor of this class—has a Macintosh in his office.) Make sure that you have one diskette properly formatted and ready to hand in at any time at the instructor's request. Your final grade is an indication of how you adjusted to this continuing problem.
Thus, most reports should be done on the Macintosh computer and on the lab printers. All work must be saved to a diskette formatted for Macintosh. Lab time will be provided during class hours; the 120 or 131 lab (or another university computer lab) will be open at convenient times for students who need access after class. You have signed a form saying that you will have the time to get to university computers or, with permission, other Macintosh computers and printers. The amount of time you spend in the computer writing lab will depend on your particular needs.

What if you have a computer at home? 
Not all students have this advantage. The idea of the work-station environment gives all students an even chance when it comes to computer access. However, with the permission of those students who do not have computers at home, I can make an agreement with those of you who do have computers at home. Any work you hand in to me will still need to end up on a Macintosh diskette (company policy). But the computers in the 120 and 131 lab can adjust to your computer at home. You must, however, receive permission to work at home. To get this permission, please see me so that I can ask you questions about your home computer and train you in converting work from home to lab. I will agree to let you adjust your computer to this learning environment if you agree to come to class during those class sessions designed as “free-writing” sessions. Work done in other formats or on computers that have not been accepted by arrangement with the instructor will not be accepted. Nicholls State University supports and is licensed to use versions of Microsoft Word. 

Question from the instructor’s point of view:

What problem could arise when an instructor let’s a student work at home when others cannot?

Appendix F: 

Suggestions for Your Approach to GENS 410 Problems

As you might already know, in a "professional" situation you are judged not only on your finished product but also on how well you work to achieve that product. You are judged each time you act, speak, listen. Your abilities as a worker are always being monitored.

Consider These Questions
•Do you grasp the assignment quickly listening carefully to the details, asking questions at the time the assignment and details are given?

OR

•Do you ask questions that have already been answered, ask for details that everyone else around you took note of the first time?

•Do you get your papers in on time, arrive on time for class?

OR

•Do you need more time than others to complete the same project?

•Do you do several drafts of a paper, plan your time wisely?

OR

•Do you do your paper at the last minute and then try to cover up the shortcomings with questions about how the assignment wasn't clearly outlined?

In GENS 410, you are going to be rated on performance as much as product. I will give everyone the same introductory information for a communication writing problem; I will assign the same readings to everyone. I will a question-and-answer session. I will usually ask other class members to help answer the questions. This method helps the student with the question in an important way: it helps show the reason behind the lack of information; it helps show you that probably, with extra thought, you can answer your own questions or find a resource to answer your questions. All questions must be about the problem in general. I, and the class, will not answer questions directly related to your report. After the question and answer session, I might show you examples of other reports that try to solve similar writing or communication problems. After all of these steps, I will give everyone the same assignment, and I will give everyone the limitations and guidelines for approaching the assignment. Then you will produce a product based on the instructions.

From then on I will try my best to keep you equal with your fellow workers. All assignments are the equivalent of take-home exams. I will not provide you with extra information out of class. You cannot ask for assistance of any kind because you are taking an exam.

Suggestions for taking notes and studying:
If we were really a business, we would have two rooms for meeting—a writing area and a conference room. A conference room is for listening, taking notes. The writing area has a different atmosphere as well as different machinery. Our computer classroom, also, is really composed of two separate rooms. The two rooms must not be confused. When it’s time to listen, listen. Take notes. Don’t let the machinery distract you. Later, in the writing area, there may be conferences, but they are “working conferences,” not “idea/concept conferences. Take good notes; listen carefully. Enter the work area prepared to work.

Final suggestions for the work/class environment:

It’s my job to try to get you to see that you have the knowledge that it takes to solve the problem. It’s my job to make you independent, critical thinkers. You will notice that I sometimes appear hesitant to answer questions after an assignment has been given. Instead of answering your question, I might use a sound and tested method of helping you find your own solution.—I’ll ask you to identify the assignment as you know it. Be sharp. Be on your guard.

And finally, remember this: Your final grade will be a reflection of how well you adjusted to the big overall problem of this class. This class, from day 2, has turned into a business environment. I am not your teacher; I am your boss. The computers at your work station are office equipment that the office uses for daily business. You have to learn to adjust to the equipment and to the boss. You are expected to master all on-the-job training that was given to you, be it grammar, be it word-processing. Do not waste energy struggling to get me to change the work environment to suit your needs. After college, you, as a worker, will do the adjusting. I will constantly be evaluating you on how well you adjust. Even questions, when asked, should not be the questions of a college student. They should be the questions of someone who has a job to keep, someone who is not working in isolation.

