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Course Syllabus
	Instructor
	

	Office Location
	

	Phone
	

	Email Address
	

	Office Hours
	

	Course Title/Prefix
	

	Credits
	

	Class Time/Days
	

	Transferability
	


Course Description

(Retrieve this information directly from the official Course Design)
A first course in computers designed to provide students with a hands-on experience of the personal computer and its uses in society. Basic operating system functions as well as application programs from the current Microsoft Office Suite will be taught including Word, Excel, and PowerPoint. 
Student Learning Outcomes
(Retrieve this information directly from the official Course Design)

Upon successful completion of this course, the student will be able to:
· Create documents
· Format and organize text

· Use graphics and tables

· Use special document formats

· Create a worksheet and chart data

· Manage workbooks and analyze data

Grading Policy/Grading Scale
(Retrieve this information directly from the official Course Design)

Required/Optional Materials
List all textbooks and materials required/optional.
Important Dates
Last day to Withdraw without Record: 
Last day for a Student to Withdraw with a “W”: 
Final Exam: 
Eastern Arizona College Policies and Information

Click on the following link to review the EAC specific policies and information including Covid-19, Title IX, and participation guidelines: https://eac.edu/syllabus
Consider including information on classroom policies, classroom behavior, late/missing assignments, a coursework schedule, use of electronic devices including laptops and cellphones, etc.

The following sections are for your consideration. Revise and edit as you see appropriate.
Late/Missing Assignments
No late work will be accepted without prior arrangements. Work turned in after the class period is subject to one letter grade each day it is late thereafter.
Test Retake/Makeup Policy

If you are absent from class, it is your responsibility to get notes from another student. Please contact me if you miss an exam. You will need to take the makeup test within one week of the original test. If you score 80% or less and want to improve your score, you may retake the test. The higher score will count toward your grade. 
Use of Electronic Devices

Laptops and tablets are permitted in class to take notes and conduct research as needed. Please ensure cell phones are turned off. 

Extra Credit

There are limited opportunities for extra credit. The best way to be successful in this course is to read the materials, complete assignments timely, and ask for help. Extra credit will be available for those completing the end of course evaluation.

Assignment Guidelines – Written Work

Use Microsoft Word or another word processor for your written work. All papers require additional research from various sites as well as your course textbook. Follow APA guidelines for in-text citations, format, and references. Your written work needs to incorporate and tie together the learning objectives, terminologies, and case examples from the readings into your paper. Prove to me that you can apply the chapter’s strategies in real life situations from your research and personal observations.
Assignment Guidelines – Discussion Board
Appropriate online behavior (also known as netiquette) is defined by the instructor and includes keeping course discussion posts focused on the assigned topics. Students must maintain a cordial atmosphere and use tact in expressing differences of opinion. Inappropriate discussion board posts may be deleted by the instructor. Please disagree with another student tactfully and in a professional manner. 
Workload Expectations
This three-credit course requires approximately 135 hours of work during the semester. You should expect to spend approximately 6-9 hours each week preparing for and actively participating in this course. Students are expected to be prepared for class. Preparation includes completing assigned readings and completing all assignments, quizzes, and exams on or before the designated due date.
Turnitin
Please be aware any assignment may be submitted to TurnItIn.com, a Web site that checks and reports originality. The software checks other student submissions at thousands of colleges and universities as well as information from the Internet, books, and other publications. When in doubt, cite your sources and use quotation marks as appropriate. Always give credit where credit is due.
Sample Coursework Schedule

	Week
	Task(s) To Be Completed
	Points
	Due Date/Comments

	1
	Readings:
	 
	

	 
	1)  McCann, Chapters 1 & 2
	 
	

	 
	 
	 
	 

	 
	Lectures/Presentations:
	 
	 

	 
	1)  Interviewing Significant Others (PPT)
	 
	Review this PowerPoint Presentation prior to conducting your interviews.

	 
	2) 9 Life Lessons from Rock Climbing - Video (5 minutes)
	 
	See video link in Week 1

	 
	 
	 
	 

	 
	Quiz:
	 
	 

	
	1) Academic Integrity Quiz
	25
	August 25


Campus Resources

As an EAC student, you have access to many resources. 

· Free Tutoring: http://www.eac.edu/Student_Services/Counseling/Tutoring.shtm
· Counseling Services: http://www.eac.edu/Student_Services/Counseling/
· Financial Aid: http://www.eac.edu/Student_Services/Financial_Aid/
· Alumni Library: http://eac.libguides.com/libraryhome
· EAC Bookstore: https://www.bkstr.com/easternarizonastore/home
· Career Exploration: https://eac.emsicc.com/?radius=&region=Thatcher%2020%20Mile%20Radius
Classroom Behavior
· Refer to the EAC Student Code of Conduct for additional requirements relating to student behavior.

· Because of insurance limitations, non-registered visitors are NOT allowed at class sessions or on field trips.

· Possession of drugs, alcohol, or firearms in any EAC classrooms is not permitted.

· Students creating disturbances that interfere with the conduct of the class, the learning of others, or violations of the Student Code of Conduct, will be referred to the Division Chair, Dean, and/or the Dean of Students as appropriate.

· Disruptive behavior will not be tolerated and can be cause for being administratively dropped from the class. Refer to the Student Code of Conduct in EAC’s catalog: http://www.eac.edu/Academics/Catalogs/PDF/Catalog_All.pdf
Syllabus Disclaimer

The course syllabus is an educational contract between the instructor and students. Every effort will be made to avoid changing the course schedule but the possibility exists that unforeseen events will make syllabus changes necessary. The instructor reserves the right to make changes to the syllabus as deemed necessary. Students will be notified in a timely manner of any syllabus changes. 
