COMM 1305
 Computer Literacy for Communication Arts

Spring 2010
M-W 4:30 pm — 5:45 pm

Instructor

Instructor:  Steven Villarreal

Office Hours:  MW 4:15 – 5:30 & Wed. only 6:00 – 8:30 in the UIW Mac Lab 
Phone:  210-363-9950 (emergencies only)
E-Mail:  svillarr@uiwtx.edu
Required Texts

NO TEXT REQUIRED

Course Description 

This course introduces basic computer terminology skills and concepts in communication.  The student receives hands-on experience in file management techniques, Internet and e-mail software, online library databases and software, word processing and presentation software, spreadsheet and database management software. Media software and communication applications will be emphasized.  This course meets the computer literacy requirements for Communication Arts majors. 

Method Of Instruction
The course consists of readings, lectures, presentations, and demonstrations, lab exercises, and assignments. You will be expected to devote close attention to assigned readings and written exercises in preparation for each speech assignment. The instructor is unlikely to hold discussions on all assigned readings. You are, however, responsible for all readings of your assigned textbook, even if not covered in lecture. 

Course Administration
You will develop and deliver several project assignments during this class using the software programs that are covered. These projects account for a major portion of your grade. Critical evaluation of student work is based on professionalism, completeness of work, and creativity.

All projects/assignments must be delivered in class on the day assigned. 

Two exams have been scheduled. You will be expected to take the exam on the day it is scheduled. Only in exceptional circumstances will a makeup exam be given. 

Attendance

Your attendance will be factored into final grade. Because COMM 4347 emphasizes cognitive as well as experiential learning, it is important that you attend every class. Excused absences are at the sole digression of the instructor. 

One (1) unexcused absences will NOT affect your grade. Upon the second (2nd) unexcused absence and thereafter, your course total will be lowered by 5 percent for each unexcused absence. Students with excessive unexcused absences will be strongly encouraged to drop the course because a passing grade will be difficult to attain. If you attain perfect attendance, “bonus” points will be added to your total course points at the end of the semester. 

In this course, four (4) unexcused absences will result in a drop for the course. Important: You are responsible for personally withdrawing from the course with a “W” before the last drop day of the semester. Any study who has been dropped due to excessive absences and who has not personally withdrawn with a “W” from the college will receive an “F” as their final grade. For more information, see the University’s attendance policy found in the Undergraduate Catalog.

Copyright Laws
Students may not dub or copy any tape, CD, recording or software without the permission of the instructor. Copyright laws expressly forbid the re-recording or commercial use of any material without written permission of the original source of the material. Sound effects, photos from a production library, and computer programs, cannot be used for any purpose other than class production assignments.
Method Of Evaluation
	Activities
	Max Points
	Percent of Grade

	PowerPoint Exercise/Project
	100
	10

	Excel Exercise/Project
	100
	10

	Word Exercise/Project
	100
	10

	Adobe Illustrator Exercise/Project
	100
	10

	Adobe Photoshop Exercise/Project
	100
	10

	Online Portfolio
	250
	25

	Final Exam
	150
	15

	Class Participation 
	100
	10

	
	
	


Course Assignments
· Excel Project — Students will develop spreadsheets with formulas.

· PowerPoint Project — Students will design a PowerPoint presentation based on a professional topic.

· Microsoft Word Project — Students will design a 4-page newsletter.

· Adobe Illustrator Project — Students will design a series of postcards.

· Adobe Photoshop — Students will design a tabloid cover.

· Online Portfolio — Students will build an online portfolio based on a collection of classroom assignments.

· Examinations — Two exams will be based on the assigned readings, class discussion, workshop material, and software knowledge.  Exams may consist of multiple choice, true-false, short answer, essay questions, and performance on the computer. You will be expected to take the exam during the day and time it is scheduled. Only in exceptional circumstances will a makeup exam be given (see Policy on Late Work).

· Participation Assignments — Students will contribute to the discussion in class and complete several in-class and out-of-class activities and exercises.

· Online Portfolio Project — Students will design & develop a final project incorporating all the print assignments developed in the classroom. The Online Portfolio Project will provide the student an online compilation of each student’s work and accomplishments.

Policy on Late Work

In general, you will not be allowed to make up work. Assignments are due on the date outlined in your tentative daily schedule. Only in extreme circumstances will you be allowed to make up work. This includes speeches and exams. If you are allowed to make up an assignment there will be a deduction of no less then 15 percent from the original assignment. However, I reserve the right to deduct more up to 50 percent. This is not a guarantee that you will be allowed to make up work.

Policy on Disability

The University of the Incarnate Word is committed to providing a supportive, challenging, diverse and integrated environment for all students.  In accordance with Section 504 of the Rehabilitation Act - Subpart E and Title III of the Americans with Disabilities Act, the University ensures accessibility to its programs, services, and activities for qualified students with documented disabilities. For more information, Contact Dr. Rhonda Rapp or Ada Soto • Student Disability Services Office • Administration Building – Room 117 • Phone (210) 805-5813 • Fax (210) 805-5895.







