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MEDIA AND INSTRUCTIONAL TECHNOLOGYPRIVATE 

	PRIVATE 
Library




The Library, located in Building 2000, offers a broad range of informational, reference, and instructional services developed to meet the needs of LPC students, faculty, and staff. Faculty and Student identity cards are used as renewable library cards with proof of current registration.  Books, periodicals, databases, and non-print materials, such as compact discs, DVD’s and videotapes, including listening and viewing equipment, are available for student, faculty, and staff use.  Faculty may request that personal and library materials be placed on Instructional Reserve for their classes. Faculty are also encouraged to discuss class orientations with Library staff who will tailor the orientation to class assignments.

Access the Library web page from the LPC homepage for description of services or to use the library online catalog and databases.

	PRIVATE 
Hours
8:00 a.m. - 9:00 p.m.  M-Th

8:00 a.m. - 2:00 p.m.  F

9:00 a.m. - 2:00 p.m.  Sat

Summer hours vary
	Phone Numbers
Librarian Coordinator              424-1156


Reference Desk
            424-1150

Circulation


424-1151

Room Reservations

424-1151      



	PRIVATE 
Reference Services  (424-1150)

(
Reference and information assistance


(
Class orientations


(
Library skills courses



(
On-line catalog for materials at Las Positas and Chabot College Libraries


(
On-line databases


(
Periodicals, newspapers and other indexes


(
Interlibrary loan


(
New library materials to support instruction may be requested.

	PRIVATE 
Circulation Services (424-1151)

(
Materials check-out 


(
Library cards


(
Instructional reserve materials  


(
Audiovisual materials circulation


(
Cassette and video tape duplication (by arrangement)
 


The Library has an Information Commons Area equipped with PC-compatible computers that print to laser printers for all registered Las Positas students during Library hours.

Software Available:  
Microsoft Office (Word, Excel, Access, PowerPoint); Netscape Communicator; Internet Explorer; other programs as added
	PRIVATE 
Student Computer Use 


Students must sign on to the Library computers with their W—ID number. The College Software Copyright Policy and Computer Use Policies must be followed.  These policies are posted in the Library and on the Library website. Student users are responsible for saving their own data and need to supply their own flash drives or computer discs. Students must purchase a Go Print card from the Library or Bookstore in order to print. Student computer tutors are available during scheduled hours to provide assistance with basic computing questions. 

For questions concerning the Library Computer Lab, please visit or call the Library Reference Desk, 424-1150.

	PRIVATE 
Conference Rooms, Study Rooms and Display Cases in Library


The display cases and two conference rooms may be scheduled for use.  Contact Circulation, 424-1151, to reserve rooms. Contact Reference Desk, 424-1150, to reserve display cases. Three small soundproof study/practice rooms are available for student use and are equipped with listening and viewing equipment, a piano, and/or electric keyboard. Study rooms may be reserved up to a week in advance on the sign-up sheet outside each room.

· Large Conference Room 2014

accommodates 14

· Small Conference Room 2008

accommodates 10

· Sound-proof Rooms 2004, 2005, 2006
accommodates  4 per room

· Library lobby display cases for student or faculty/staff displays

For any problems that cannot be solved in the services areas above, please contact Cheryl Warren, Library Coordinator, Room 2016, 424-1156.
 OTHER INSTRUCTIONAL SERVICES

	PRIVATE 
PDC (Professional Development Center), Room 2012




The PDC gives faculty access to PC-compatible and Macintosh computers which print to laser printers for faculty and staff.  Scanners, zip drives, and a CD-ROM burner for both computer platforms are available.  Internet access is also available.

Current manuals for the software and equipment in the PDC are available by request from PDC staff.

Training workshops are conducted periodically by PDC staff.

	 PRIVATE 
Software Available in the PDC


	( Microsoft Office


( QuickTime Pro


( Premiere


( Acrobat

	
( Photoshop


( Dreamweaver


( Flash



( Inspiration




The complete current list of PDC software can be viewed at http://www.laspositascollege.edu/PDC/technology.php.

Information Technology

The Office of Information Technology (OIT) provides technological leadership and guidance, service and support, and education and expertise to Las Positas College.  The Office works at all times to ensure that technology is used in accordance with the values, vision, mission and goals of the College.

Las Positas College uses technology to support learning and instruction, to enhance educational opportunities, to personalize student services, and to provide effective administrative processes. Some of the services provided are:

· Computer Support

· Instructional Systems Support (classroom audio and visual)

· Instructional Technology Support: Professional Development Center (PDC), Distance Education (Blackboard)

· Telecommunications (voice communications and PhoneMail)
Computer Center
The Computer Center in Room 803 is an open lab for students to work on class assignments.  The computers are available on a “first come, first serve” basis to all currently registered Las Positas College students.  

The Center provides Pentium 4, Gateway computers with: DVD ROM drives, 48x CD-RW drives, 750 MB Zip drives and 3.5” floppy drives.  There are also scanners and three black and white laser printers available for use. ***NOTE: printing is on a fee basis.  A GoPrint card must be purchased either through the Campus Bookstore, in the Computer Center or in the Library in order to release the print request.  

The computers are loaded with Microsoft Windows XP Professional operating system with MS Office 2003 software.  Please visit the web site at http://lpc1.clpccd.cc.ca.us/lpc/803compcenter/index.shtml for a current listing of the software available in the Computer Center and other information.

The Computer Center hours are:

Monday – Thursday

8:00 am to 10:00 pm

Friday



8:00 am to 9:00 pm

Saturday


9:00 am to 1:00 pm

*Hours may vary for Summer Session

**Center is closed for holidays and academic recess

Instructional Systems

Instructional systems support maintains an extensive inventory of audio-visual equipment to support your instructional needs.  You may visit the website at www.laspositascollege.edu/technology/classrooms.php to view a complete listing of equipment which resides in each classroom.  If your classroom does not have the equipment you need, special arrangements can be made with advance notice.  To reserve audio/ visual equipment, fill out the form at www.laspositascollege.edu/technology/request-equipment.php, or contact the office directly.

The Instructional systems support staff are available to assist you with training and use of the audio/ visual equipment as well as provide services for creating and duplicating videotapes, audio tapes, slides and other instructional materials that do not violate copyright laws.  To submit a request for service, visit www.laspositascollege.edu/technology/request-services.php.
The Instructional Systems Office is located in Rooms 2019  and 2021 in the Library or can be reached by phone at 424-1652.

When using College equipment, please use the following guidelines:

· Reserve equipment well in advance.

· Learn proper operating techniques.

· Prepare equipment for return (i.e. rewind films, turn off power and remove personal property, secure equipment to cart, etc.).

· Complete “Equipment Failure Tag” if equipment malfunctions.
Instructional Technology

The Instructional Technology Department provides technical and pedagogical support to faculty and staff who want to implement technologies for instructional purposes. Staff train and support in the following: web-page building, multimedia hardware and software, presentation software, course management systems, and accessibility techniques.

1.
Professional Development Center
Working mainly out of the College's Professional Development Center, the Instructional Technology staff invites meetings and appointments, in addition to conducting workshops. Workshops will focus on technical and pedagogical skills that allow faculty and staff to integrate technology into face-to-face classes. 

Appointments are available for learning how to use the PDC equipment for scanning documents and images, digitizing a video or audio clip, or burning a CD-ROM. You can also make an appointment for learning web design and instructional design skills, as well as learning how to make your web site accessible to students with disabilities.

The PDC is located in Room 2012 in the Library and can be contacted by phone at 424-1655 to schedule an appointment.  Visit the PDC Online web site to access instructional technology training materials http://lpc1.clpccd.cc.ca.us/lpc/vigallon/pdc/home.htm.

2.
Distance Education
Las Positas College’s award-winning Distance Education program consists of a variety of online courses to meet the needs of students in the community.  Both LPC, which has been offering courses online since 1999, and Chabot College use the course management system, Blackboard, for online offerings.

Each semester, training is available in learning how to design, develop, and teach instructionally sound courses. To learn more about the Online Course Development Program, call 424-1654.
For more information about the LPC Distance Education program, consult the Distance Education web site at http://www.laspositascollege.edu/disted.

	PRIVATE 
Instructional Audio/Video Services


Instructional Services staff is available for video conference support and technical assistance. The hours and phone numbers are the same as for Instructional Services: 424-1652.

· Campus Broadcasting Support

· Audio/Video Dubbing/Duplicating Services

· Satellite Downlink Services

· Videoconference Services

Telecommunications

The phones on campus are set-up with 4-digit dialing to any other campus phone, as well as calls placed to offices at Chabot and the District Office.  So, for example, to contact the Admissions and Records Office, drop the 424 prefix and dial the last four digits, 1500.  To reach the campus switchboard, just press “0”.  

To dial a number off-campus you must first access an outside trunk by dialing “8” then dial the seven digit number.  If you are calling a number in the 510 area code, dial 8-1-510-xxx-xxxx.  Not all phones have access to dial off-campus for security purposes, so if you are having trouble dialing a number off-campus, contact the campus switchboard for assistance, “0”.  The switchboard will ask for the number to be dialed and information regarding the party being called so please be prepared.  If the call is personal (not College business), we ask that you use a calling card to place the call or use a pay phone.
PhoneMail

The campus phone system is set-up with voice messaging boxes for all staff including adjunct faculty.  If you are a new hire or returning faculty member, a PhoneMail instruction guide will be placed in your mailbox prior to your classes beginning.  This guide will provide you with your box number, instructions on how to access and use your PhoneMail as well as how to record your greeting.  If you are a continuing faculty member, your PhoneMail should remain intact as long as you have an assignment.  Each PhoneMail box can hold 20 total messages (new and saved) so be sure you check your box regularly and delete unnecessary messages.  If you need assistance you may contact the Communications Specialist at 424-1640.

E-Mail

The Chabot-Las Positas Community College District uses Novell Groupwise as its communications software.  All staff members including adjunct faculty are assigned an e-mail account.  It is optional to have your e-mail account forward messages to another personal account such as AOL or Comcast.  To request an account, go to the campus Intranet page type http://info/ITS/Misc/ComputingAccess.htm and select Faculty E-Mail Access Form and print out. Once completed and signed, submit this form to your department.  After your account has been established you will receive information on how to access and use your account.

You may access your e-mail account from an off-site computer at http://gw5mail.clpccd.cc.ca.us:8000/ select Groupwise Login, enter your user name and passcode as noted in the information provided by ITS.  If you need assistance, call 510-723-6966.

