MATH 95 A-B
INSTRUCTIONS 

THIS HANDOUT IS VERY IMPORTANT! You will need to refer to it from time to time for information. Be sure you have read it carefully, because your first lesson (which is in this handout) is a test on the procedures to be followed.
Welcome to Math 95, Basic and Intermediate Math Skills. This course is designed so that you can learn at your own rate. You may spend more time studying difficult concepts and less time studying ideas that you already know.
The course is divided into two modules covering specific lessons. These come in a definite order and you will show your mastery of each lesson by passing a lesson test before moving on to the next. When you have finished all the appropriate lessons you will be required to take a final examination in which the work of the entire module will be represented. You may take this final exam any time after you have passed the last lesson test during the regular semester or on the final exam day.
There are no formal lectures. We will meet in the Math Lab, SC 115 on the Kentfield campus or PM 180 on the Indian Valley campus, where class time will be devoted to answering questions, tutoring on an individual basis, taking tests, going over tests you have just taken, and studying. There are videotapes for some of the work, available for home or Lab use. The appropriate tape number is written above the beginning of each homework section of your textbook. CD versions can also be checked out for Lab use only. Finally, there is a website from the textbook publisher, which you can use if you received an access code with your textbook. Ask us for the required Course ID number.
The Math Lab Supervised Hours are listed in the Schedule of Classes for this semester and in your SYLLABUS.
1. THE TEACHING STAFF
The teaching staff consists of an instructional specialist, instructors, tutors and a course coordinator.
Pre-registered students must check in with an instructor/instructional specialist in the Math Lab during the first week or they will be dropped.
You will find a Tutor or Instructional Specialist available with whom you can meet during Supervised Hours. He or she will show you how to use the attendance terminal, keep a record of your test grades, and go over your tests with you. You should go over the test with one of us soon after you take it; if you receive less than 80% we will make suggestions for improvement and look for improvement in those areas before letting you re-test.
The Course Coordinator is in charge of the course. He/she will assign grades, interpret all rules governing the course, and settle any disputes that may arise.
2. COURSE OBJECTIVE
The goal of this course is to ensure that you possess the skills necessary to use basic mathematics:  In everyday living and your later courses (in mathematics and in other fields) as with other abilities, these skills are developed and polished only with practice.
The main feature of this course is Unit Mastery Progression. This means that you will attain mastery of a unit before proceeding to the next unit. A strong foundation is vital in mathematics; without it how can you learn more advanced concepts?
As we said, the course is divided into 2 modules (95A and 95B) covering certain lessons. Consult your Study Guide for the homework and the sample test assignments. After you have neatly worked the homework and sample test in your personal notebook, ask a tutor to give you a real test for that lesson. (If you score 80% or above on the sample test WITHOUT LOOKING BACK AT THE BOOK, you are ready for the real test; otherwise ask for help. Remember that all your test scores on a lesson, not just the highest score, affect your grade, so you need to be ready to succeed when you take a test.)
The staff will ask to see the required exercises before you can take the test.
The unit mastery feature requires that you repeat a test until you have achieved "mastery level," which is 80%. (There are many different forms of each test so it is unlikely you will see the same version twice.) You cannot take a new lesson test until you have passed a test on the preceding one with a score of at least 80%. If you would like to increase your average score before you begin a new lesson test, you can retake a test until a score of at least 90% is received. Once 90% is reached, you may not repeat that test again.
If you fail to score at least 80% on a lesson test, you will be required to rework it with a staff member before you can retake it. (For more detail on lesson tests see section 5).
In order to pass Math 95A or 95B you must complete the final exam after you have passed all of the lesson tests. (See section 6).
3. THE TEXTBOOKS
The textbooks for this course are:
Basic Mathematics, 10th Edition, by Marvin L. Bittinger:
Study Guide for Math 95 A-B, 10th Edition.
An optional book is the Student's Solutions Manual for Basic Mathematics.
Each of the lessons should be studied and completed roughly according to the schedule given in your SYLLABUS. 
Work all the homework assigned in your Study Guide in your notebook. Of course, you may also do additional problems on your own for extra practice if you wish. Always ask for help from the instructor, instructional specialist, or the tutors as soon as you do not understand something. Most of the work should be done as homework. The average student needs two hours of homework for each hour of class in order to be successful. An important feature of the book is the use of margin exercises designed to get you actively involved in solving problems. CALCULATORS WILL NOT BE ALLOWED.
Eleven lessons in the Study Guide make up the two modules 95A-B as follows:
95A - Lessons 1, 2, 3, 4, 5, and a final.
95B - Lessons 6, 7, 8, 9, 10, 11, & a final.
4. CLASS ATTENDANCE


To avoid receiving a grade of “F” (or “NC” if you are taking that option), you MUST average 4 log-in hours per week for the number of weeks it takes you to complete a module (Fall and Spring Semesters) or 11 hours per week in the Summer. We recommend that you try consistently to put in AT LEAST this many hours each week so that you don’t get behind. Each time you log in, the total number of log-in hours you have accumulated will be displayed on the computer, so you can see whether you need to be putting in more time.

You may come in during any of the hours that the Math Lab is open, both to log hours and to receive help from instructors and staff. You can put in attendance hours or seek help on either campus, but a permission slip is required to take a test at the campus where you are not registered.

If you finish early during the fall or spring semesters, you will need four hours a week from the time you start until the time you finish. During the summer, you will need eleven hours a week from the time you start until the time you finish. Remember, this is an average. 

Each and every hour you are in the Math Lab, be sure to enter your name and SSN#/Student ID in the attendance terminal. Be sure to log in to the right class (have a tutor or the instructional specialist show you how to use the terminal, and follow the instructions on the screen.) The attendance requirement is based on the number of hours you log in. WITHOUT SUFFICIENT HOURS, YOU WILL FAIL THE CLASS!!!
5. TESTS
Each lesson test must be passed with a score of at least 80%. If you do not achieve this, you must retake this test (as many times as necessary) until you score at least 80%. If you would like to increase your score before you begin a new lesson test, you can retake a test until a score of 90% is received. Once 90% is reached, you may not repeat that lesson test again. Every test you take is averaged into the score for that lesson. Your SYLLABUS lists a recommended time schedule for each lesson test. If you have followed the schedule from the start of the semester, then you will be able to complete both modules in one semester.
There is no penalty for taking a lesson test past the deadline.
No lesson tests can be taken during finals week, after the last day of regular classes.

We will try to grade your test promptly so you will know how you did and what you can do to improve, but grading takes time and helping students with questions comes first. Also, we are under no obligation to stay and grade tests turned in just before the MathLab closes. Completed tests are kept on file, often with written suggestions for improvement, so be sure to check back after a reasonable waiting period.
6. FINAL EXAMINATION
There is a comprehensive final examination for both Math 95A and Math 95B. These exams can be taken during the regular semester or during the designated day of final exam week at the end of the semester. Each of these finals can be taken only once and counts 35% of the course grade.
7. GRADING SYSTEM
For each module of Math 95A-B your course grade is determined as follows:

COURSE SCORE (Minimum average)                COURSE GRADE:
                  90 to 100                                                               A
                  80 to 90                                                                 B
                  70 to 80                                                                 C
                  60 to 70                                                                 D
                 below 60                                                                 F
For both Math 95A and Math 95B your course score is the sum of 65% of your test score average and 35% of your final exam score. Thus, for instance, if your test score average was 83 and your final exam score was 75, your course score for that module would be computed as follows: (.65)×(83) + (.35)×(75) = 80.2. You would receive a grade of B.
You will receive a letter grade unless you formally request the credit/no-credit option. This must be done by the deadline given in the Schedule of Credit Classes or in your syllabus. If you enroll after this deadline, you have one week in which to ask for the "CR/NC" option during the fall and spring semesters. During the summer you have two days. Ask a staff member for the correct form to request "CR/NC."
The Mathematics Department encourages you to read in the College Catalogue and the Schedule of Credit Classes those sections concerning college policy on the Credit/No Credit option, "Incomplete" and "In Progress" grades, dropping classes, and drop fees. Important deadlines are printed in the Schedule of Classes.
8. SPECIAL RULES GOVERNING TESTS AND FINAL EXAMINATIONS
1. You may check out a test any time before the last 60 minutes of any continuous period for which the lab is open. Tests will not be dispensed after this time. That way you can have it graded and discussed with your tutor or instructor before the lab closes.
2. You must have proof of registration to receive any test or examination. This must be dated after the first day of class. This includes students on "IP's." If you are registered, you must check in with the math lab during the first week of the semester, otherwise you will be dropped and have to add later.
3. You must show your homework and sample test to a staff member before you can take a test.
4. When you are taking a test, do the work on scratch paper or on the test paper itself. If you use extra scratch paper, staple your worksheets to your test paper. Partial credit can be given only if the problems are numbered and completely worked out on the worksheet. 
5. You must go over any failed test with a staff member before you can retake it.
6. You must pass a lesson (i.e. score at least 80% on the lesson test) before you can take a test on the next lesson.
7. You must complete all the lessons before you take the final exam.
8. All tests must remain in the hands of the staff.
9. The rule in the testing room is "first come, first served." It will be particularly crowded on deadline days and during the last few days of the semester. If you wait until the last moment, you may not get in.
10. You cannot repeat a failed test on the same day. During the Summer, you must wait one hour.
11. Calculators may not be used on any tests or the final. Do not put books or purses on the testing desk; only pencil, test, and clean scratch paper.
12. Cases of cheating will result in a course grade of "F" and immediate dismissal from the Lab.
9. IF YOU FINISH THIS COURSE EARLY
If you have completed all your lesson tests ahead of schedule, you may take an early final exam.
10. IF YOU CANNOT FINISH THIS COURSE
An "IP" (In progress) grade allows you to take one more semester to finish your course. During the following semester you will finish the rest of your course work with your attendance requirement starting from the first day of the semester, not from the first day you attend.
You qualify for the "IP" course grade only if you have
1)  logged in the required number of hours and
2)  passed at least two tests on different lessons (not including the Preliminary Test) in that module and
3)  made a written contract with your instructor before the last day of class.
If you do not meet these requirements, you will receive an "F" (or NC if you requested CR/NC) in the course!!!
You cannot receive an "IP" grade for a module in which you have not done any work. "IP" means "in progress." It is your responsibility to drop a module which you cannot start. If you do not drop it, you will receive an "F." For this reason we encourage you to enroll in only one module at a time.

You must re-enroll the next regular semester in the same module or the “IP” grade will be converted to an “F” or NC. You can receive only one “IP” grade per module. However, if you are unable to complete the work in the next semester, an “I” (Incomplete) grade can be requested. You qualify for an “I” if you pass at least two additional tests (beyond those for the “IP”) on different lessons in the module. You must make a written contract with your instructor before the last day of class; if not, you will receive an “F” or NC. To achieve the appropriate evaluative grade, you do not re-enroll in the module but complete the work during the semester.
You will receive an "IP" at midterm if you have at least attempted a test in a module or you are on schedule with the course syllabus, AND ARE CURRENT WITH YOUR HOURS. If you have not attempted a test in a module or are not current with your hours, you will receive a "W" at midterm. This is another reason we encourage you to enroll in only one module at a time. You can add the other module at any time during the semester. Remember that the "IP" at the end of the semester must be formally requested, even though you do not have to request the one at midterm.
11. IF YOU THINK YOU ALREADY KNOW THE MATERIAL IN THIS COURSE
If you are not certain that you belong in this course and feel that you may already know the material, see the course coordinator or your instructor for testing and advising.

12. CAMPUS RESOURCES (a complete Directory is in the college schedule)

Disabled Students (including learning disabilities) 

DS 101 (Kentfield) 

(415) 485-9406

(or extension 7406)
Counseling 






SS 212 (Kentfield)

(415) 485-9432

(or extension 7432)
Assessment/Testing





SS 238
 (Kentfield)

(415) 485-9469

(or extension 7469)
Tutoring Center





LC 160 (Kentfield)

(415) 485-9620

(or extension 7620)
13. PRELIMINARY LESSON
This lesson is a test on your understanding of procedures to be followed during the semester. On the next page is a sample test. After you have taken this test for practice, you must take and pass a real version of it (It is graded pass or no pass.) This test does not affect your grade in the course. Follow the procedures listed below.
OBJECTIVES: Mastery of this lesson will be indicated by your ability to:
1. Describe the procedures to be followed for this class. 
PROCEDURES:
1. Be sure you understand all the information contained in this handout. If not, read it over again.
2. Take the sample test below, check your answers, correct any mistakes, then show it to a staff member.
3. Ask the staff member for the real test on this preliminary lesson.
4. When you have completed the test, put the test on the top of the rack in the office on the Kentfield campus or in the bottom of the rack at Indian Valley.
5. After the staff member has corrected your test and discussed it with you, you are ready to proceed to your Study Guide for lesson one. Follow your Study Guide closely.
6. If you are not sure you are in the correct class, ask your instructor about a math assessment.
14. PRELIMINARY LESSON: SAMPLE TEST
Indicate if the following statements are true or false by circling T for true and F for false:
T F 1. If you complete all of the required tests successfully, you need not worry about the attendance requirement.
T F 2. You can request the credit/no credit option anytime before you take the final.

T F 3. You must score at least 80% on an in-class test before you can take a test on the next lesson.

T F 4. You are expected to learn all the material yourself with no help from anyone.

T F 5. All your homework assignments are given in your Study Guide, and must be shown before you will be allowed to take a test.

T F 6. Sample tests are not assigned.

T F 7. You must purchase the Study Guide for Math 95A-B.

T F 8. If you are pre-registered, you do not have to check in with an instructor in the Math Lab.

NOTE: The answers are shown at the bottom of this page.
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