
Welcome to Linn-Benton Community College  
Graphic Art Department

We have outlined the following expectations to minimize any miscommunication. 
Some of the concepts and repercussions might seem a bit extreme but we are 
simply trying to make our lab as conducive to learning as possible. You will be 
asked to sign one copy of this document each year and we would recommend 
that you retain a copy for your records.

Integrity
in • teg • ri • ty 3. The quality or state of being of sound moral principle; 
uprightness, honesty, and sincerity– SYN. See HONESTY. (Webster’s New 
World Dictionary)

Plagiarism
Using someone else’s work as your own or using information or ideas without 
proper citations can lead to your failing the assignment or the class.

Theft
The taking of school property or any person’s property, without permission, will 
be grounds for dismissal from the program and possibly the school. We would 
recommend that people label everything with their name and secure it when 
possible. Lockers are available in the Gallery and the Forum on a first come, 
first served basis.

Cheating
Your neighbor is not a resource during testing, this will cause you to fail the test 
and can cause you to be dis-enrolled from the class. Working independently is 
the norm, do your own work. (Your instructor could specifically state that you 
may work with others on a project, this is the only situation where you may 
share research and answers.)

Late Assignments
Late work will be accepted only once. The project will be graded and returned 
to the creator. There will be no opportunity to rework the project. The grade 
recorded will be one full grade lower. A project is considered late if it is not 
on the crit rail by review time or is lacking in sufficient quality or required 
specifications.

Attendance
You are expected to attend all the classes. The instructor is not required to allow 
you to make up the work missed unless arrangements were made prior to the 
absence. Three or more absences may constitute the lowering of the course 
grade. All course work is project oriented. You are expected to be in class on 
time and prepared for the days work.

Grades
Turning a project in on time is essential and every project will be issued a due 
date. The project will be graded, suggestions made for improvement and if the 
student chooses, he/she may rework and resubmit it for a better grade.
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The project may be reworked ONLY if turned in on time. A reworked project 
must be turned in by the Monday of dead week, 5 P.M. If the course requires a 
midterm and a final, they will constitute 50% of the course grade. If both exams 
are failed, the class has not been passed. Be aware that grades earned in first 
year classes and the certificate will affect the possibility of acceptance into the 
AAS degree in Visual Communication/Advanced Certificate in Graphic Design. 
Please review the Policy for Late Work document for more information about 
the Incomplete Policy and Payment deadlines of bills.

Team
The people you see around you are part of your new extended family. We work 
toward everyone’s success. Feel free to share ideas and suggestions. The more you 
give the more you get. There is a good chance that many of the people you graduate 
with will be part of your personal and professional circle for years to come. 

Lab Policies
Use of the lab is a privilege and not a right. We have worked hard to provide 
students with a very collaborative and comfortable lab environment. Misuse of 
the lab in any way can cause loss of privileges. Food is only allowed in the one 
portion of the lab with the table (near the fish tank). You are welcome to use the 
refrigerator for food or drinks. Every student is responsible for cleaning up after 
him or her self. Failure to clean up would be considered misuse.

Respect for self–This is a reference to integrity but is also means to have some 
faith in yourself. Talent is 90% training and practice, so do not put your own 
work down, just keep practicing.

Respect for others–Keep your areas clean, ask permission to use things 
belonging to others or the department. Do not tie up computers, printers or 
scanners and then walk away. Do not trash or recycle other students computer 
work, that is the lab assistants and instructor’s job. Keep noise to a minimum. 
Keep food and drink in designated areas so that you do not inadvertently ruin 
another student’s project, or your own.

Respect the lab–Clean up the equipment that you use. Do not operate equipment 
without prior instruction on usage. Never cut on surfaces that are not designed for it.

The computer lab policies are outlined in the Graphics Computer Lab Policy 
Agreement that you should also have signed.

Safety
Product safety sheets are available for inspection on the products normally 
stored in the labs. In the event of a fire or a fire drill, follow the evacuation 
strategy for the classroom you are in. Report all accidents and safety hazards 
to instructors or lab assistants. If you do not feel safe, please notify school 
personnel or Security (541-917-4440).

Resources
The Learning Resource Center has free tutoring available based on the 
availability of a tutor for a particular subject.
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Name (please print)
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