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at Ellicottville Central School
CSC 1560 Microcomputer Applications I
Fall/Spring  Full Year 2019 ~ Room A103 ~ Monday – Friday ~ 12:35-1:17 pm
	Instructor:  
	Mrs. Cathie Nason

	Email:
	cnason@eville.wnyric.org

	Phone:
	716-699-2316  ext. 103

	Office Hours:
	4th period or as needed

	Text:
	Microsoft Office 2016  and MyITLab

	Description: 
	Students use application software such as Microsoft Office to study word processing, spreadsheets, and database management. The integration and practical application of these topics is stressed throughout the course. 


	Credits:
	4 credits

	Grading:
	Chapter Grading:

40% Chapter Assignments

60% Chapter Tests

Final Grade computation:  

Semester 1 – 80%
Final Project – 20%
	Letter Grade Point Value:


95 – 100
= A+


90  – 94
= A


85  – 89
= B+


80  – 84
= B


75  – 79
= C+


70  – 74
= C


65  – 69
= D


less than 65
= F



	Objectives:
	· develop a working knowledge of office application software including word processing, spreadsheet and database applications

· efficiently and purposefully integrate software applications for desired results

· demonstrate college-level work habits

	Expectations:
	As a student enrolled in a college-level course it is expected that your behavior and work habits be of the highest quality.  To be prepared to pass the final project and receive credit, attention and focused application is necessary.  It is to be understood that any disruptive and/or disrespectful behaviors toward the instructor or classmates will not be tolerated.  


	Attendance Policy:
	Regular attendance and promptness are expected and are essential for success.  

	Academic Integrity:
	In order to fulfill one’s human potential, it is necessary to be honest and honorable in each of life’s endeavors. The pursuit of academic excellence, therefore, must be conducted with the highest levels of honor, integrity, and civility. The community of JCC believes that all students have the right to be educated and fairly evaluated in an environment which promotes scholarly honesty in all aspects of academic endeavor.

Common forms of academic dishonesty include:

Plagiarism: the use of another's words, ideas, data, or product without appropriate acknowledgment, such as copying another's work, presenting someone else's opinions and theories as your own, or working jointly on a project and then submitting it as your own.  Unintentional plagiarism may occur when students are unaware of the proper methods to use in crediting sources. Whether intentional or

not, plagiarism is a violation of the college’s standards of academic integrity; you are responsible for learning and following the rules for proper use of sources.

Cheating: the use or attempted use of unauthorized materials, information, or study aids; or an act of deceit by which a student attempts to misrepresent academic skills or knowledge; unauthorized copying from or collaboration with another person.

Fabrication: intentional misrepresentation or invention of any information, such as falsifying research, inventing or exaggerating data, or listing incorrect or fictitious references.

Collusion: assisting another to commit an act of academic dishonesty, such as paying or bribing someone to acquire a test or assignment, taking a test or doing an assignment for someone else, or allowing someone to do these things for your own benefit. 

	Civility Guide:
	Jamestown Community College is committed to the highest standards of academic and ethical integrity, acknowledging that respect for self and others is the foundation of educational excellence. As such, we will cultivate an environment of mutual respect and responsibility. Whether we are students, faculty, or staff, we have a right to be in a safe environment, free of disturbance and civil in all aspects of human relations.
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