
Welcome to Linn-Benton Community College’s  
Graphic Design and Digital Imaging/Pre-press labs

We have a few RULES that EVERYONE MUST FOLLOW to keep the 
labs running smoothly. Please read the following list of rules and procedures, 
then sign and date the back of this page. The completed form will be collected 
by your instructor. This form must be signed and on file before you will 
be authorized to use any lab computers or printers. Please fill out the form 
completely. Any questions about this handout should be addressed to your 
instructor or John Aikman, Graphic Arts Department Chair.

1. Backpacks, portfolios or other book bags are not allowed in the 
computer labs. They must be stored in specifically identified areas  
at all times.

2. Special papers and media are available for purchase from the instructor.

3. All peripheral equipment (i.e. MP3 players, iPods, hard and flash 
drives...) must be approved by an instructor before use on any college 
computer. Students are not allowed to physically connect ANY 
personal equipment to the LBCC computer network. Wireless 
capable laptop and PDA users can connect to the internet via one of the 
campus access points.

4. Students are not allowed to download or install anything on any 
computer from any source unless asked to do so by the instructor.

5. Files stored on the desktops of the computers will not be saved. Students 
are advised to keep current copies of their work on a personal removable 
storage device. Anything left in the “Shared” or “Thaw Space” will be 
deleted if the folder becomes too full or at the end of the term.

6. Students must be aware of copyright regulations. No one is allowed  
to copy, scan, or otherwise duplicate copyrighted materials. This 
includes the copying of any software applications or fonts loaded  
on the computers.

7. Reproduction and or manipulation of offensive or degrading materials  
is prohibited. The same shall be true of audio or viewed web site content.

8. Printing is limited to class work. Any other printing must be approved.

9. It may become necessary to implement other rules that would protect  
the integrity of the computer labs through the year. If this happens,  
this form will be returned to you so that you can include the new rule  
to your agreement.

10. No food in the computer labs! Liquids must be in a closed container.

11. Do not modify the appearance of the computer desktops.

12. Online radio or music, online flash cartoons, games or You Tube is not 
allowed due to a band-width issue! You may listen to CD’s as long as 
you use headphones and you have prior approval from your instructor.
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13. You may only access and/or modify your own files stored on the 
Students’ Graphic Arts Central Wireless Storage location.

14. Central Wireless Storage is limited to 10 GB per student. Thaw space  
on each work station is limited to 10 GB and will be cleared at the  
end of each term.

15. Students will not view or engage in any online social networking, such 
as FaceBook or Twitter, during class time. Students are not allowed 
to work on assignments from other classes during class time unless 
permission has been granted from the instructor.

Disabilities Statement
Students who have emergency medical information that the instructor should 
know, or who might need special arrangements in the event of evacuation, or 
students with documented disabilities who have special needs, should make 
an appointment with the instructor no later than the first week of the term. If 
additional assistance is required, the student should contact LBCC’s office of 
Disability Services at 541-917-4789.

I have read the rules and policies listed on the front side of this document. By 
signing this document, I agree to follow these rules and policies to the best of 
my ability. I understand that I can lose my lab privileges and printer privileges 
by violating any of these rules or policies.

*Signature______________________________________ Date_____________

*Name (please print)_______________________________________________

  Address_________________________________________________________

  City __________________________State________________Zip__________

*Telephone Number________________________________________________

  E-mail Address___________________________________________________

*Student ID (LBCC X number)______________________________________

*These fields are required! Please remember to include your Student ID#.

(Revised 09/2011)
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