Computcr Literacg

CSC 107 + Section 1 + Monday Wednesday Friday 9:40am-10:40am
Technical Center Room 117
3 Credit Hours

] nstructor:

Nichole Rinehart ms.

(Contact Information:

Email: nichole.rinehart@swcciowa.edu Phone: 641-202-6424 Office: 815
Office located at the southwest end of the Instructional Center

Cata]og Dcscription

This non-transfer course is designed to assist students who have limited experience
with a personal computer. Skills emphasized will include file management,
Internet navigation, e-mail, and entry level functions of Microsoft Word, Excel, and
PowerPoint. Students may use this course to prepare for CSC 110 Introduction to
Computers. (3,0)

Lcamer Outcomcs

Upon completion of this course, students will be able to:

1) Discuss general computer and online terminology needed for consumer
survival. (TL-a, CT-c)

2) Develop basic file storage procedures. (TL-a, CT-c)

3) Develop and apply entry-level functions of Microsoft Word, Excel and
PowerPoint. (TL-a, CT-q)
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Tcxtboo‘c

Microsoft Office 2013: lllustrated Fundamentals, First Edition. M. Hunt, B.
Clemens. Cengage Learning.

Supplies

USB Drive (Required); Access to Microsoft Office 2013 on a regular basis.

Please Note...

*| absolutely do not allow students to be on their phones during class. This
is extremely distracting to other students and is unconducive to our
learning experience. If a situation arises where a phone call is necessary,
quietly depart the classroom.

Syllabus Standard Policy Statements

Academic Integrity Policy

Academic freedom is a fundamental right in any institution of higher learning.
Honesty and integrity are necessary preconditions of this freedom. Academic
integrity requires that all academic work be wholly the product of an identified
individual or individuals. Joint efforts are legitimate only when the assistance of
others is explicitly acknowledged. Ethical conduct is the obligation of every
member of the college community, and breaches of academic integrity
constitute serious offenses. Refer to this section of the Student Handbook for
further details.

Plagiarism

Plagiarism is the representation of the words or ideas of another as one’s own in
any academic exercise. To avoid plagiarism, every direct quotation must be
identified by quotation marks or by appropriate indentation and must be
properly cited in the text orin a footnote or in a bibliography or works cited
page. Acknowledgment is required when material from another source stored in
print, electronic or other medium is paraphrased or summarized in whole or in
partin one's own words. Refer to Student Handbook for examples of plagiarism.

Temporary Closing Policy
Every effort will be made to keep the college open. However, should inclement

SWCC

Southwestern(ommunity(ollege Computer Literacy + CSC 107 + Spring 2015



Rinehart + Computer Literacy Syllabus

weather or other emergencies necessitate closing the college or delaying the
start of classes, the decision will be made between 5:00-5:30 a.m. and will be
announced on the following:

(This information is also posted on Southwestern’s website www.swcciowa.edu)

Radio Stations

KSIB-KITR Creston AM 1520 FM 101.3
KOAK/KCSI Red Oak AM 1080 FM 95.3
KMA Shenandoah AM 960 FM 99.1
WHO Des Moines  AM 1040 FM 100.3 FM 107.5
KJAN Atflantic AM 1220
KSOM Atlantic FM 96.5 and 95.7
KSOI Murray FM 91.9

Television Stations
KCCI-TV8 Des Moines
WHO-TV13 Des Moines
WOI-TVS Ames/Des Moines
KMTV-TV3 Omaha
WOWT-TV6 Omaha
KETV-TV7 Omaha

2-Hour Late Start Information

When inclement weather causes the college to have a two-hour delay, the
following procedures will be followed: If the two-hour delay occurs on @
Monday, Wednesday or Friday, then classes will start at 9:40 a.m. (7:30 a.m. and
8:35 a.m. classes will not meet). Offices will open at 2:00 a.m. If the two-hour
delay occurs on a Tuesday or Thursday, then classes will start at 9:00 a.m. (7:30
a.m. classes will not meet). Offices will open at 9:00 a.m. Career and Technical
courses do not follow the same 1 hr./1 2 hr. schedule. Please refer to your
instructor for more details. Nursing 4 hr. class will start at designated late start
time (9:40 a.m. or 2:00 a.m.). The college also utilizes text messaging through
e2campus™ as another means to noftify students, faculty and staff of important
announcements. Please refer to the student handbook for information about
this service.
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Cell Phone Policy

The college believes in providing an environment conducive to learning. For this
reason, cellular phone use should be kept to a minimum on campus and
conducted in appropriate locations only. Cell phone users should be respectful
of others.

1. Students are to turn cell phones off or to silent mode upon entering any
classroom, computer lab, library or auditorium.

2. If necessary, students may conduct short, quiet cellular phone
conversations in the hallways, away from doorways or outside of the
buildings.

3. Cellular phones with picture taking capabilities are not allowed in locker
rooms or weight rooms.

4. Faculty members have the right to limit the use of cell phones with picture
taking and text messaging capabilities in their classrooms.

5. Students who fail to comply with the above regulations will be referred to
the Dean of Student Services and will be considered in violation of the
student code of conduct.

Children on Campus Policy
The college strives to maintain a quality learning environment and has
established the following guidelines regarding children on campus.

1. Students will not be allowed to bring children with them in the instructional
setting which includes, but is not limited to, the classroom, library, student
cenfter, etc.

2. When children are present on campus, they must be under the direct
supervision of a parent, legal guardian, registered student or other
authorized adult.

3. This policy does not intend to conflict with Southwestern’s programs
designed for the involvement of children. For example: 8th grade career
day, youth-camps, business contests, vocational open house, etc.

4. Students who fail to comply with the above regulations will be referred to
the Dean of Student Services and will be considered in violation of the
student code of conduct.

Nondiscrimination Statement

Southwestern Community College prohibits discrimination on the basis of race,
color, national origin, sex, disability, age in employment, sexual orientation,
gender identity, genetic information, creed, religion, veteran status,
associational preference and actual or potential parental, family or marital
status in its programs, activities or employment and personnel policies and
practices. Southwestern also affirms its commitment to providing equal

Swéné and equal access to its facilities. Inquiries regarding compliance
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with the nondiscrimination policy and the appropriate grievance procedure
may be directed to: Educational Equity Coordinator, Southwestern Community
College, 1501 W. Townline St., Creston, |IA 50801, 641.782.1456 or 800.247.4023,
ext. 456.

Accommodations

Southwestern is committed to the regulations of the American with Disabilities
Act in making reasonable accommodations for students, staff, or patrons of the
College in accessing its facilities. Any student with a disability wanting to
request accommodations should notify the College administration of his/her
needs, and the College will do what is reasonable to effect changes and assist
the individual in being successful in the College environment. Steps for
obtaining such accommodations are listed in the Student handbook
(Disability/Special needs at Southwestern). For further assistance regarding
accommodations or to identify special needs, students should contact Deb
Pantini, Director of Student Development, Administration Center, at
641.782.1458.

Emergency Notification Policy Statement

SWCC has a campus-wide emergency notification system (e2Campus) to send
instant text messages and/or e-mail messages to all students, faculty, and staff
who have elected to receive them. This system will be utilized to immediately
notify the campus community upon the confirmation of a significant emergency
or dangerous situation involving an immediate threat to the health or safety of
students or employees occurring on campus. This service also allows users to
receive messages when classes are canceled and/or messages when the
college is closed due to weather. With this system in place, SWCC can instantly
and simultaneously distribute brief time-sensitive messages in emergency
situations. Although there is not one system that is 100 percent guaranteed
effective, this is an important method of communication.

In order to alert stfudents and employees that an emergency text has been sent,
an Emergency Alert sound will be activated. This sound (as well as the tornado
and fire alarm sounds) can be heard on the Emergency Notifications page on
the SWCC Web site. If the Emergency Alert sound is activated on campus,
students and staff should immediately check their text messages. Some carriers
may charge for incoming text messages so keep this in mind should you decide
to sign up. You may also sign up to receive the same messages via email with or
without signing up your cell phone number. To sign up, students will need to log
on to SWCC's Campus Connect system. New students will receive training on
Campus Connect at Success Seminar, The College Experience course, and
orientation.
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Class Aftendance Related to School-Sponsored Activities

The college recognizes that many students participate in school-sponsored
activities that may conflict with class meeting times. These school sponsored-
activities (excluding practices) may include athletic competitions, student
academic competitions and conferences, student musical performances, class
sponsored field trips, etc. Students involved in such activities must give written
nofice to the instructor at least three days in advance of the anticipated
absence. Students will be given the opportunity to independently make up
course work or work of equal value for the day(s) the event was scheduled and
to take a scheduled exam at an alternative time. School-sponsored absences
shall not result in a reduction in attendance or participation grades. In the
event of a last minute schedule change, the student must notify all affected
faculty members immediately. A relevant last minute schedule change could
be, but is not limited to, inclement weather causing an event to be rescheduled
with less than three days advance notice.

Syllabus Disclaimer Statement

This syllabus is representative of materials that will be covered in this class; it is not
a contract between the student and the institution. It is subject to change
without notice. Any potential exceptions to stated policies and requirements will
be addressed by the instructor on an individual basis, and only for reasons that
meet specific requirements.

(11/12/14)
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