
 
OFFICE SIMULATION 
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 C - L - CR 
 3 - 0 - 3 

 
COURSE NUMBER: OST 254 
 
PREREQUISITE(S): CPT 270, CPT 290, and OST 142 with a minimum grade of “C”. 
 
CO-REQUISITE(S): OST 133 with a minimum grade of “C”. 
 
COURSE 
DESCRIPTIONS: 

This course integrates a wide variety of skills and knowledge 
through practical work experiences in a simulated office 
environment.  Teamwork, as well as the use of technical and 
communication skills, will be emphasized. 

 
TEXTBOOK(S): Barker, Loretta, Business Skills Exercises. Thomson,  

ISBN: 0-538-44275-1 
 
VanHuss, Susie H., The Sports Connection. Thomson,  
ISBN: 0-538-72858-2 
 
Sabin, William, The Gregg Reference Manual. McGraw Hill.  ISBN: 
0-07-293653-3 

 
REFERENCE(S): None 
 
OTHER REQUIRED 
MATERIALS, TOOLS, 
AND EQUIPMENT: 

One USB jump disk. 
 
Two folders with pockets 
 
Envelopes 

 
 
METHOD OF 
INSTRUCTION: 

This course will be taught by lecture and demonstration. 
 
Plan to spend extra hours in the lab since all work cannot be 
completed during class time. 

 
90 - 100 = A 
80 - 89 = B 
70 - 79 = C 
60 - 69 = D 

GRADING SYSTEM: 

Below - 60 = F 
 

The standard mathematical procedure of rounding will be applied to arrive 
at a whole number percentage in final grade calculation.
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Projects and unannounced quizzes = 30%  
Business Skills Tests/Timings = 20%  
Terminal Performance Objectives = 20%  
Internship = 30%  

GRADE CALCULATION 
METHOD: 

 = 100%  
 Deductions from final grade: 

Each incomplete/missing task – 2 Points 
Missed Days from Work – 3 Points 
 
Prior to entering the internship phase of OST 254, an overall grade 
of 80% must be achieved. 

 
ATTENDANCE POLICY: 
 

Students are responsible for punctual and regular attendance in all 
classes, laboratories, field trips, and other class activities.  The 
College does not grant excused absences; therefore, students are 
urged to reserve their absences for emergencies.  When illness or 
other emergencies occur, the student is responsible for notifying 
instructors and completing work missed. 
 
Except in extenuating circumstances with approval by the division 
dean, instructors withdraw students from class when 80 percent 
attendance is not maintained.  Some courses have more restrictive 
attendance policies as indicated in course syllabus.  If a student 
exceeds the allowable attendance, the instructor will withdraw the 
student and award a grade of “W” or “WF” based upon the 
student’s academic standing at the last date of attendance. 
 
Students are tardy if not in class at the time the class is scheduled 
to begin.  Tardy students are admitted to class at the discretion of 
the instructor.  Any student who is over five minutes tardy will not 
be admitted to class and may resume class at the next scheduled 
class day. 
 
If a student is absent on the day a test is given or an assignment is 
due, they are expected to phone the instructor.  Each student 
should be prepared to take the test in the testing lab the day they 
return to campus.  Tests sent to the testing lab will only remain 
there for one week. 
 
Attendance of 100% is expected in this class.  For the didactic 
phase of instruction, a student who is absent more than 20% of the 
time for any reason will be dropped.  If a unannounced quiz is 
given on a day that the student has failed to call in, a grade of zero 
(0) will be received on the quiz.  A repeat quiz will not be given. 
 
In order to pass OST 254, an overall grade of 80% must be 
achieved on tests/exams in addition to satisfactory internship 
evaluation.  Failure to achieve 80% on course work prior to the 
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internship will result in the student withdrawal from the course.  
Unsatisfactory performance in the internship area will constitute an 
“F” in the course. 
 
Students will be held responsible for all classes and material 
covered and must make-up all practical procedures (labs, etc.) 
covered on the day of absence. 
 
Failure to make-up the test or lab competencies on the day the 
student returns to campus will result in a zero “0” on the test and/or 
competencies.  All make-up tests will be short answer, fill the blank 
and discussion questions.  Students who are absent when an 
assignment is due are also expected to turn in the assignment the 
day they return to campus.  Failure to do this will result in a zero 
“0” on the assignment. 
 
Absences for Religious Holidays:  Students who are absent from 
class in order to observe religious holidays are responsible for the 
content of any activities missed and for the completion of 
assignments occurring during the period of absence.  Students 
who anticipate their observance of religious holidays will cause 
them to be absent from class and do not wish such absences to 
penalize their status in class should adhere to the following 
guidelines: 
 

1. Observance of religious holidays resulting in three or fewer 
consecutive absences:  Discuss the situation with the 
instructor and provide written notice at least one week prior 
to the absence(s).  Develop (in writing) an instructor-
approved plan which outlines the make up of activities and 
assignments. 

 
2. Observances of religious holidays resulting in four or more 

consecutive absences:  Discuss the situation with the 
instructor and provide the instructor with written notice 
within the first 10 days of the academic term.  Develop an 
instructor-approved plan which outlines the make up of 
activities and assignments. 

 
ACADEMIC CONDUCT:  
 

ACADEMIC DISHONESTY:  Students are expected to uphold the 
integrity of the College's standard of conduct, specifically in 
regards to academic honesty.  All forms of academic dishonesty 
including, but not limited to, cheating on assignments/tests, 
plagiarism, collusion, and falsification of information will call for 
disciplinary action.  Disciplinary action imposed may include one or 
more of the following: written reprimand, loss of credit for 
assignment/test, termination from course, and probation, 
suspension, or expulsion from the College.  For further explanation 
of this and other conduct codes, please refer to the Student 
Handbook. 
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CELLULAR PHONES AND PAGERS/BEEPERS:  Cellular phones, 
pagers and beepers are not permitted to be turned on or used 
within the classroom.  Use of these devices during classroom time 
will be considered a violation of the student code as it relates to 
“disruptive behavior.”   

 
CLASS/LAB 
PROCEDURES: 

Please follow the outline below in completing tasks for this course: 
 

1. Read the entire task, check e-mail messages for the 
day, and refer to your calendar. 

2. Observe the lecture and demonstration that the Project 
Coordinator will give before each unit. 

3. Prioritize items in each unit, and then work through the 
entire unit, completing each task as you go. 

4. If there are questions, please check with the Project 
Coordinator and group members before checking with 
the instructor.  The Project Coordinator has complete 
charge of the assigned task. 

5. Upon completion of all tasks for the week, submit the 
folder marked “Completed Tasks” to the Project 
Coordinator for checking and submitting for the 
instructor to grade. 

6. The instructor will grade tasks and return them.  An 
average of all tasks will count 30% of your final grade. 

7. A perfect task will receive a score of 100.  Five (5) 
points will be deduced for minor formatting errors and 
ten (10) points will be deducted for typographical and 
major formatting errors. 

 
INTERNSHIP – In addition to the tasks, you will also get a chance 
to work in an office for five weeks or 40 hours. 
 
The preferred specifications are:  five weeks, two days per week, 
four hours per day.  Work hours should include the course’s 
regular meeting times. 
 
You will work in an approved office environment.  If you are 
currently working as an administrative professional in an office, you 
may be able to use your job as your work practicum, pending 
instructor approval.  If you are working in an office as a work study 
on campus, you will NOT be allowed to use this as your work 
practicum. 
 
Identify a potential work practicum placement.  If you need 
assistance with this, ask your instructor early in the semester.   
 
Visit your prospective employer for an interview.  Arrange for the 
correct hours (two days; four hours per day) with the prospective 
employer.  Send this information to your instructor as soon as 
possible. 
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Keep a record of your time worked by recording it on a timecard.  
Ensure that the following information is received by the instructor 
no later than the posted deadline: 
 

a. Time card (completed) 
b. Evaluation form (completed) 

 
While you are employed, you will be evaluated by your employer 
regarding how well you work with office personnel, how you dress, 
as well as other work habits.  The instructor will arrange a visit to 
your workplace during your time there. 
 
Because of the nature of the internship, a student who is absent 
more than 10% of the scheduled time in the internship will be 
dropped from the course.  Even though all missed internship time 
must be made up, internship make-up time is not considered an 
equivalent experience to the regularly schedule internship 
assignment.  Therefore, if a student is absent for more than 10% of 
the planned internship experience, the objectives of the course 
cannot be met satisfactorily and the student will be dropped from 
the course with a grade of WF. 
 
If the student is going to be absent or tardy during the internship 
phase of training, the student must call the instructor and 
internship area prior to the arrival time (Do not send messages by 
other students).  If the student fails to do this, he/she will be given 
a written warning for the first offense and dropped after the second 
offense.  A tardy is defined as any student who is more than 5 
minutes late to the internship area. 
 
The scheduling of make-up time for missed internship days will be 
at the discretion of the instructor and may require scheduling at 
semester breaks.  No grade will be awarded until all time is made-
up and all requirements met. 
 
If the student fails to perform at an acceptable level during these 
additional internship days, the student will not meet the 
requirements of the internship phase for the course and will 
receive an “F” in the course. 
 
Unsatisfactory performance in the internship area will constitute a 
“F” in the course.  Any student who has outstanding internship to 
make-up will receive a grade of “I” (incomplete) in the course until 
the internship hours are completed.  All make-up internship hours 
must be completed by the designated date.  Failure to complete 
make-up internship by the designated date will result in a grade of 
“F” in the course. 
 
All students who are performing additional internship days due to 
absences or other reasons are expected to be in attendance.  
Failure to show up on these days will count as an absence, and 
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will be counted in the attendance policy for the internship phase of 
the course. 
 
The employer’s evaluation will count 20% of the final course grade.  
The instructor’s evaluation will count 10% of the final course grade. 
Students are NOT allowed to change work practicum sites without 
instructor approval, and instructor approval will only be granted in 
dire circumstances.  Even with instructor approval, changing sites 
will result in a loss of two-letter grades from the student’s site 
evaluation grade. 
 
The instructor will arrange a visit to your workplace during your 
time there. 
 
Dress Policy (Internship Phase) 
 
Students enrolled in the Office Simulation class will: 
 
Wear conservative professional clothing. A work place dress code 
will be followed throughout the work place assignment.  The 
student may dress in support of the workplace environment but 
may not wear the following type of clothing: 
 
Bare midriffs 
Low-cut blouses 
Shorts 
Halter tops 
See through clothing 
String type straps 
Skirts 2” higher than the knees 
Excessive pierced-body jewelry 
Athletic shoes 
Low cut slacks 
 
Maintain proper personal appearance: 
 
Hair: 
 
All hair must be clean and kept off the face.  Long hair must be 
pulled back off the shoulders.  Unconventional hair styles or hair 
colors are not allowed. 
Male students:  moderate length, side burns no longer than the tip 
of the ear lobe.  Mustaches should be conservatively styled, neatly 
trimmed.  Beards will be maintained at the discretion of the 
internship area. Beards are to be started prior to beginning of the 
internship.  This is to discourage male students from having an 
unshaven, unkempt appearance in the internship areas while 
“trying to grow” a beard. 
 
Jewelry: 
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A wedding ring/engagement ring on the left ring finger is allowed. 
Earrings should be limited to one hole per ear lobe.  All earrings 
should be a matched set and must be small post or hoop earrings. 
Dangling earrings are not allowed.  Earnings are allowed in ears 
only.  No jewelry will be allowed anywhere else (ex. nose, lip, 
eyebrow, etc.) 
Rings, necklaces, anklets, or bracelets are at the discretion of the 
internship area. 
Cosmetics: 
Should be used in moderation. 
Fingernails should be clean and short; clear fingernail polish is 
allowed. 
Shoes: 
Female:  Closed toe flat or small heel shoes are allowed.  No 
athletic shoes or socks are to be worn.  No clogs or ankle boots. 
Male: Laced or slip on shoes are allowed.  No athletic shoes or 
socks are to be worn. No clogs or ankle boots. 
 
Hygiene: 
 
Each student is expected to have meticulous hygiene and physical 
appearance. 
Students who smoke must be aware that a smoky odor on their 
body or breath is unacceptable. 
 
Failure to comply with the dress policy will be reflected accordingly 
on the student’s internship evaluation form.  Students who fail to 
follow the dress policy during the internship may be sent home by 
the instructor or preceptor and required to make up this day. 

 
CODE OF ETHICS 

 
While a student in the Office Systems Technology Department, the 
following code of ethics will be demonstrated toward office 
personnel, customers, fellow students, and instructors during the 
internship phase.  This code will apply to personal as well as 
professional attitudes and conduct: 
 
As a professional, the student will: 
 
1. Assume a professional manner in attire and conduct. 

 
2. Establish a positive rapport with the office staff. 

 
3. Hold in confidence information relating to the office. 

 
4. Strive for increased efficiency and quality through 

organization. 
 
5. Be willing to accept responsibility for own work and results. 
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6. Strive to learn the philosophy of the office. 

 
7. Establish rapport and trust with the customers through 

kindness and empathy. 
 
8. Follow all internship procedures and guidelines. 

 
In personal conduct, the student will: 
 
1. Achieve the highest degree of honesty and integrity. 

 
2. Maintain adaptability in action and attitude. 

 
3. Establish a sense of fraternity among fellow students. 

 
4. Strive to have a pleasant manner in the work area and with 

the customers. 
 
5. Strive to be an educated individual outside the existing 

technical field. 
 
Any student who violates the Code of Ethics will be referred to the 
Vice President of Student Affairs for disciplinary action as 
appropriate. 
 
The following resource centers are available to students of 
Spartanburg Technical College.  Please visit, call or consult the 
College’s website to determine the hours of operation. 
 

Resource 
Location 

(East Building) 
Phone 

Number 
Advising Center E-1 592-4990 
Open Computer Lab 
(OCL) 

E-5 592-4968 

Tutorial Learning Center (TLC) E-2 592-4715 
Testing Center E-3 592-4966 

 
Electronic Devices:  ALL personal electronic devices must be 
turned off or put on vibration in order not to disturb the class. 

 
ACCOMMODATIONS: 
 

Students who need special accommodations in this class because 
of a documented disability should notify Student Disability 
Services. You may contact Student Disability Services by calling, 
(864) 592-4811, toll-free 1-800-922-3679; via email through the 
Spartanburg Technical College web site at www.stcsc.edu/SDS/; 
or by visiting the office located in the Dan Lee Terhune Student 
Services Building, room 112 of the Spartanburg Technical College 
campus.  By contacting Student Disability Services early in the 
semester, students with disabilities give the College an opportunity 
to provide necessary support services and appropriate 
accommodations. 
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Upon satisfactory completion of this course, the student will 
be able to: 
 

COURSE 
COMPETENCIES & 
OBJECTIVES: 

I. Perform routine and advanced office tasks using the 
following software: 

 
1. Create letters, memorandums, agendas, minutes, 

flyers, posters, and forms in Word 
2. Demonstrate correct way to fold, staple, attach, and 

present documents 
3. Create spreadsheets, payroll, and basic accounting in 

Excel 
4. Create and update databases in Access 
5. Create and update calendars in Outlook 
6. Prepare presentations in PowerPoint 
7. E-mail for peer communications and for making 

reservations in Outlook 
 
II. Use the internet to perform informational research 

 
1. Search the Internet using various search engines 
2. Search for information regarding a conference set up 
3. Search for information regarding time management 

techniques 
4. Search for additional topics of discussion 

 
III. Use the scanner to include graphics and text in documents 
 

1. Operate scanner 
2. Save scanned material in various formats 
3. Insert graphics and text documents scanned into other 

types of documents 
4. E-mail attachments with scanned photos and text 

 
IV. Use the FAX to transmit and receive data 
 

1. Send and receive data on a FAX machine 
2. Send text and graphics via FAX 

 
V. Relate interpersonally with peers by acting as coordinators, 

liaisons, organizing meetings and maintaining good 
customer relations 

 
1. Work in various team settings 
2. Work as coordinate in one of the teams during the 

semester 
 
VI. Perform a five-week internship in an office position 
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1. Prepare a resume, cover letter, and application form 
2. Set up work schedule 
3. Develop a weekly log on work activities 

 
VII. Prioritize tasks and maintain time management in tasks 
 

1. Determine priorities of assignments 
2. Submit assignments according to stated deadlines 

 
VIII. Perform terminal objectives 
 

1. Demonstrate correct telephone techniques 
2. Demonstrate correct filing techniques—manual and 

electronic 
3. Demonstrate correct way to handle mail—Incoming and 

Outgoing 
     4. Demonstrate correct use of copier, scanner, PDA, 

calculator, and printer. 
 
 


