Information/Technology Internship
(LIBT 114)

Welcome Page

PLEASE PRINT THIS PAGE FOR FUTURE REFERENCE
Hello Students:

Welcome to Cuesta College's Library/Information Aremogy Program. Both our
Library/Information Technology certificate and Adegree are designed to prepare
individuals for employment as a paraprofessiona public, school, academic, special
library or information center; the Web Developm@&ethnologies certificate prepares
students for employment opportunities in the acdageb site development, design, and
maintenance.

This is the Welcome Page for the distance educatonse Library/Information
Technology 114 (Information/Technology Internshigpring 2010. LIBT 114 is the
capstone course for students about to completeaimesework in the Library/Information
Technology or Web Development Technologies cumniicutracks.

Prerequisites

Before doing anything else, please readA®s (Frequently Asked Questionsage for
detailed information on the prerequisites for tosirse. This is a Restricted Access
course and candidate interns in our program mushgwan application form to the
department. Admission to the course requires thuotor's consent.

Civility in the Online Environment

While online courses can be a convenient, excleagning experience, distance
education is not for everyone. Please note thabmisvith a traditional in-person
classroom, all online students are bound byGhesta College Student Code of Conduct
in terms of exhibiting civil behavior in the onlimgassroom and in all course e-mail to
the instructor, to fellow students, and to gues&ers. One additional norm is that a
student, in an online class, should not expectdoopolize the time of the instructor or
of their fellow classmates any more than they wamlldn actual classroom. Students
should feel free to contact the instructor or felstudents to seek answers to legitimate,
class-related questions. Students not compliaiht tlis conduct code will be referred to
the Vice President of Student Services for disegrly action which may include
expulsion from the course.

Disabled Students



Any student with a verifiable disability will need let the instructor know as soon as
possible so that appropriate accommodation candeke mAuthorized accommodations
and alternative media will be provided as apprderia

The following is important information that may ares some of your questions about
how the class will operate. Please read it carefdiv as you areregistering and again
befor e the class begins. We hope you will enjoy the opportunity to pamiaie in a new
learning environment.

Sincerely,

Ellen Jagoer

Instructor, Library/Information Technology

Cuesta College

P. O. Box 8106

Highway One

San Luis Obispo, CA 93403-8106

ejagger@cuesta.edu

Library/Information Technology Dept. Phone: (808553190

LIBT 114 Course: Frequently Asked Questions (FAQS)
For Enrolled Students

Do | haveto attend the Saturday, January 23 mandatory orientation?

Do | need to do anything before we meet?

When will the complete class web site and syllabus be available on the web?
What isthe schedule for readings and homewor k?

What about e-mail communication with the I nstructor?

What about communicating with the Instructor and thelibrary office during the
holiday break?

How do | withdraw from class?

What toolsdo | need?

What softwaredo | need?

Istherearequired textbook to buy?

Can you give me any tips on Distance Education?

How do | sign on tothe CourseListserv?

Do | haveto attend the Saturday, January 23 mandatory orientation?
Yes.Thereareno exceptions. If you are not there for the in-person orientatipou will
be dropped from the class and your place reassignadvait list student. This face-to-
face meeting is part of the course and is very mapo to student success in the online
environment.



Also bring four business-size self-addressed, stahgmvelopes to the orientation
meeting.

Do | need to do anything before we meet?
Yes, you will need to:

« As soon as possible, send the instructor your reemdean e-mail address where
we may contact you before the semester beginssglda this as soon as you
have registered for class. Send the postjamger@cuesta.edOnce class
begins, communication will be through your Cuestait account. All students
receive a myCuesta e-mail that can be accesseagthtbe myCuesta Portal
(my.cuesta.edu). If you do not want to use thisag-gou can login into
myCuesta and set this e-mail to be forwarded teetheil address of your choice.

« Preview the class web site once you have recehetbg-on and password from
us, a several days before the semester begins.

« Print out the syllabus from the class web site grmehave received the log-on
instructions and bring it to our orientation megtin

When will the complete class web site and syllabus be available on the web?
About one week before the mandatory meeting weseitid you the log-on and password
to access the site.

What isthe schedule for readings and homewor k?

The course syllabus gives the schedule for allirggoand homework assignments.
Please note that all due dates are FIRM, with assémts due by midnight of the
specified day.

What about e-mail communication with the I nstructors?

Generally, while class is in session the instrueatidirtry to respond to your e-mail within
48 hours (assuming there are no technical malfons}i

Instructor’s e-mail addressjagger@-cuesta.edu

What about communicating with the Instructorsand the library office during the
holiday break?

The library office, (805) 546-3190, is officiallyosed from Dec.18, 2009 through Jan. 3,
2010. The instructor will be off duty from Dec. 2809 - Jan. 15, 2010, and away from
all email from Jan. 1 -12. During the rest of tmedk, she will be checking email once or
twice a week.

Other contacts include:

K. DeCou, Library Officekdecou@cuesta.ed@ut of the office: Dec. 18, 2009 - Jan. 3,
2010)




Mr. Mark Stengel, Library Directanark_stengel@cuesta.e@Dut of the office: Dec.
19, 2009 - Jan. 10, 2010)

Please note that due to recent state budget cuhtheklibrary office staff have had their
work hours reduced. We will do our best to respiangour questions during this period.
Please allow a longer response time than usual.

How do | withdraw from class?

It is the responsibility of the student to complatdrop slip before the drop date in order
to withdraw from the class. Please see the offaahpus policy omvithdrawing from a
class

What toolsdo | need?

You will need a modern computer with reliable Imitraccess and a current e-mail
account that is accessible to you at least thneestia week. It is up to each student to
make their own arrangements to have these toollbiebefore beginning the class.

The Cuesta SLO campus library has over 60 Intero@iputers located in the High Tech
Center lab that are available on a walk-in basisfodents; Cuesta North County campus
library has over 20 computers.

You should bevery comfortable using the web and e-mail. These will be the main
methods of delivering information and communicatiluging the class. These tools
replace the in-person lectures and class meetingsraditional course. E-mail will be
required for submitting some assignments and fdrgygating in a class discussion

group.

What softwaredo | need?

Browser: Either Netscape, version 7.0 or later, or InteEbgilorer, version 5.0 or later.
Firefox 2.0 should also be fine. For all of thethe, newer the version, the better. AOL's
browser is not recommended and may be incompatitthesome tools used in the class.
Word Processing: Any recent version (2 years old or newer) of Mgofs Word, the
standard word processing software, is needed foposing your assignments (do not
use Notepad or Wordpad which are accessories dwy)-standard software such as
WordPerfect or Claris Works is not acceptable. Malneed to save the files in Rich
Text Format (.rtf) in order to attach it to e-mafld send it to the instructor.

Istherearequired textbook to buy?

Yes, there is a textbook to buy. The required teokhis: Libraries in the Information

Age by Denise K. Fourie and David R. Dowell. (Portiarighis text will be used in other
courses in our program.) You may purchase the ¢@ktithrough our campus bookstore
in early Januaryhttp://bookstore.cuesta.orgf through an online book vendor.




Can you give me any tips on distance education?

For an overview of distance education and thesskifleded for student success in this
new environment, see this link at Cuesta’s sitg://library.cuesta.edu/distance/
Especially helpful is the section calledistance Education is for Whorh?

How do | sign on to the courselistserv?

Beginning in January 2010, we will no longer bengdhe course listserv software that
we have used in the past. Instead, we will be usifeature of the MyCuesta portal
called Course Studio. More information on how te tigat will be provided at a later
date.



