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Introduction 
 
Welcome to Southeastern Community College’s Welding Technology Program. We hope that you will 
find your studies rewarding and challenging.  
 
The college experience, for most of you, is a totally new experience which includes many adjustments. 
You are now responsible for many things that others have previously assumed of you.  How YOU manage 
these responsibilities - personal and academic is very important to your future success and will 
influence and determine the remainder of your life!  
 
The program staff has prepared this handbook to serve as a GUIDE for you during your preparation for 
your welding career. 
 
The goals of the guidelines are to simulate policies of the welding industry, to develop desirable work 
habits, reliability, responsibility and the maturity necessary for welding personnel.  
 
The underlying goal for the instructors and students - during the entire year - is to develop competent, 
mature, employable, welding industry professionals.  
 
 
 NOTE: Please keep the HANDBOOK easily accessible - review it from time to time.  It will be helpful to 

you in determining the expectations of your instructors. It is the responsibility of the student to 
be thoroughly familiar with the policies and to adhere to them.  

 
 
Credit Hour Requirements 
 
At SCC, a standard one credit hour lecture course requires one contact hour of classroom-based 
instruction and two clock hours of out-of-class student work every week for 16 weeks. One contact hour 
equals 50 minutes; one clock hour equals 60 minutes. Students are expected to spend two clock hours 
out-of-class time for every credit hour. As an example, for the typical three credit hour lecture course, 
a student should expect to spend 150 minutes in classroom-based instruction and 360 minutes out-of-
class, on homework or course-related study, each week for 16 weeks. Please refer to Administrative 
Guideline 115 – Credit Hour Policy for more information. 
 
 
General Education Outcomes (Core Competencies) 
 
SCC has designated five general education learning outcomes in which each student should be proficient 
upon completion of an associate’s degree. These are referred to as Core Competencies:  (1) 
Communication (2) Civic Awareness (3) Critical Thinking (4) Cultural Awareness (5) Quantitative & 
Scientific Reasoning. Faculty utilize course assignments and rubrics to assess student attainment of the 
Core Competencies. At least one Core Competency is assessed in every course each semester. 
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Grading Policy 
 
The following system is used by instructors to report course grades to students and for recording on 
transcripts: 
 
Grade                     Meaning              Grade Point 
 
  A                     Excellent  4 
  B                     Above Average 3 
  C                   Average         2 
  D                    Below Average      1 
  F                     Failure                   0 
 
During the first class period for each course, students will be given a written explanation of the grading 
scale/percentages and computation of their final course grade. 
 
 
Cheating Policy 
 
Any student who is discovered to be involved in cheating will be required to meet with Southeastern 
Community College's Dean of Career and Technical Education and the faculty member.  The Dean and 
faculty member will make the final decision regarding disciplinary action. 
 
This policy applies to theory classes, lab practicums, and internship settings.  Employees of the welding 
industry have a great amount of responsibility and accountability.  Dishonesty will not be tolerated 
within the profession. 
 
Southeastern Community College Welding Technology Ethical and Professional 
Conduct Policy 

 
Southeastern Community College Welding Technology Program faculty expects students to comply with 
standards of ethical and professional conduct.  Enrollment of a student in the Welding Technology 
program constitutes student agreement to comply with program standards.  All members of this 
academic community, including students, are responsible for the academic and professional integrity of 
the program.  Students must demonstrate such integrity at all times in completing classroom 
assignments, in taking examinations, in performing internship obligations and in dealing with others. It 
is also the responsibility of students to report acts of academic dishonesty and professional misconduct 
to faculty or to school administration. 
 
Ethical and professional conduct means that the student will demonstrate the following: 
 
1. Be truthful. 
2. Keep commitments with clients, peers, instructors and colleagues.   
3. Demonstrates respect for the dignity and rights of others regardless of race, religion, sex, age or 

nationality. 
4. Assumes responsibility for actively participating in the learning process for self. 
5. Requests supervision/guidance appropriately. 
6. Adheres to policies and procedures of cooperating agencies. 
7. Adheres to SCC policies and procedures. 
8. Demonstrates preparedness for assignments. 
9. Demonstrates attempts to alter behavior based on constructive criticism.  
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DISCIPLINARY POLICY 
 
1. General Policy.  Certain behaviors, both academic and non-academic, are considered 

unacceptable by the Welding Technology program and are grounds for disciplinary action. 
 
2. Forms of Disciplinary Action.  There are four general forms of disciplinary actions:  written 

warning, disciplinary probation, suspension and termination. However, these forms of disciplinary 
action may be imposed in combination and special conditions may be imposed in addition to 
them. For a relatively minor offense, a student shall receive a written warning for the first 
offense, a disciplinary probation for the second offense, suspension on the third offense and 
termination on the fourth offense.  Students should be aware, however, that some behaviors are 
so unacceptable as to warrant immediate disciplinary probation, suspension or termination. 

 
3. Grounds for Disciplinary Action.  The Welding Technology faculty has determined that the 

following inappropriate behaviors are grounds for disciplinary action.  This is not an inclusive list 
of inappropriate behavior and is intended only as a guideline.  Additionally, the consequences 
imposed for inappropriate behavior shall be at the discretion of the college administration.  
Disciplinary action will be decided on a case by case basis. 

 
 Written Warning: 
 • Insubordination.  
 • Unsafe lab or internship practice. 
 • Any violation of the Ethical and Professional Conduct Policy. 
 • Unsafe action in the classroom. 
 • Use of tobacco products in unauthorized areas.    
 • Unauthorized possession or use of property belonging to Southeastern Community  

 College, internship settings, clients, employees or peers.  
 • Continued poor grooming or poor hygiene. 
 
 Disciplinary Probation: 
 • Cheating. 
 • Plagiarism.  

• Falsifying reports. 
 • Falsifying records. 
 • Any repeated behavior for which a written warning was previously issued. 
 • Unsafe field practice. 
 • Unsafe action in the school/classroom. 
 • Unjust or unprofessional gossip, criticism or discourtesy, which contributes toward reducing 

morale of peers. 
 • Unjust or unprofessional gossip, criticism or discourtesy, which affects clients, visitors, or 

educators (including guest speakers). 
 
 Suspension: 
 • Chemical or emotional impairment. 
 • Unsafe field practice. 
 • Any inappropriate behavior during or following disciplinary probation. 
 • Fighting or attempting bodily injury to anyone on school or internship premises. 
 • Use of abusive or threatening language. 
 • Unsafe action in the school, classroom or internship sites. 
 • Unauthorized removal of property belonging to SCC, internship sites, clients, employees or 

peers. 
 • Willfully damaging, destroying, defacing or wasting property or supplies of SCC, internship 

sites, clients, employees or peers. 
 • Sexual harassment of clients, visitors, employees or peers. 
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 Termination: 
 • Unlawful possession, use, or distribution of narcotics or other controlled substances. 
 • Unlawful possession, use or distribution of alcohol on SCC premises or at School activities. 
 • Unauthorized possession of firearms, explosives or other weapons. 
 • Repeated violation of Rules or Polices of SCC. 
 • Any repeated behavior during or following suspension. 
 • Willfully submitting false information or willfully withholding information for the purpose of 

obtaining or maintaining enrollment. 
 • Conviction of a felony while enrolled.   
 
4. Documentation and Reporting. 
 a.  Written Warning.   A written warning shall include a description of the unacceptable 

behavior, a delineation of acceptable behaviors for similar situations and an explanation of 
the consequences should the unacceptable behavior occur again.  Any member of the 
Welding Program faculty may issue a written warning.  The student shall receive a copy of 
the written warning using the appropriate SCC form and faculty will forward the written 
warning to the Dean of Career and Technical Education. This form will be placed in the 
student’s file. Upon graduation, the written warning shall be removed from the student’s 
file. 

 
 b.  Disciplinary Probation.  Disciplinary probation is a written agreement between the faculty 

member, SCC Administration and the student. It specifies the unacceptable behavior(s) or 
type(s) of behavior explicitly delineates behavior necessary in order to continue in the 
program and the consequences should the student fail to comply.  The student, faculty 
member, and Administration shall sign this written agreement.  A copy of the agreement 
shall be delivered to each party and the original Disciplinary Probation agreement shall be 
placed in the student’s file. The agreement shall be removed from the student’s file upon 
graduation. 

 
 c.  Suspension. Suspension is the temporary dismissal of a student from welding (or other) 

coursework and/or internship activities. No credit will be given for missed  
coursework, even if this results in failure of the course.   It is also possible that suspension 
could result in an inability to complete the course unless it is repeated at a later time.  A 
statement from Administration regarding the grounds for suspension shall be written on 
the suspension form and shall be placed in the student’s file. The suspension statement 
will be removed from the student’s file upon graduation.  Following suspension and upon 
satisfactory completion of any requirements or conditions imposed, the student may 
continue in the program.  However, readmission will be contingent on completion of 
prerequisite requirements and space availability in the course desired.   

 
 d.  Termination.  Termination is the immediate and permanent dismissal of a student  
   from the program.  A terminated student shall not be permitted to complete  
   current course objectives, to continue to the next specified course or to finish the  
   program. A statement by Administration regarding the grounds for the termination  
   shall be documented and placed in the student’s permanent record. A terminated  
   student shall complete an exit interview with Administration.  The student to  
   complete business transactions with SCC will complete a student withdrawal slip  
   from the college. 
 
 e.  Faculty Documentation.  In the event that special evaluation of a student is  
   required, the instructor must provide verbal and written feedback.  The student  
   must sign the evaluation to confirm that the evaluation has been read.  The  
   student may make comment on the written evaluation.  The student must be  
   informed that the evaluation becomes a part of the student file.  Date any   
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  contracts with the student regarding the situation under question and, if  
   appropriate, give written follow-up outlining the action to be taken.   
 
5. Imposition of Disciplinary Action.  Any faculty member of the Welding Technology Program may 

issue a written warning to any student. Disciplinary probation, suspension or termination shall be 
imposed at the discretion of the SCC Administration and is subject to any rights of appeal. 

 
6. Disciplinary Investigation and Determination.  Preceding imposition of any disciplinary  
 action other than a written warning, the student shall be notified of the problem by  
 Welding Technology Program Faculty or by Administration.  The student shall then  
 meet with SCC Administration and shall have an opportunity to respond to any  
 accusations. Administration shall investigate the accusations and request input from  
 appropriate parties.  

  
Administration shall determine the form of disciplinary action.  The student shall be informed in 
person by Administration of the determination, the reasons warranting the action and the 
conditions, if any, under which the student will be allowed to proceed with the program. 

 
7.   Referral for Treatment.  In conjunction with disciplinary action, administration may require that 

the student be examined for chemical dependency or some other physical or mental impairment. 
 Related requirements, which may be imposed upon the student, may include: 

  a.  health evaluation 
  b.  completion of any treatment/rehabilitation recommendation. 
  c.  signed release of information by the student to SCC’s Dean of Career and 

Technical Education or designee. 
 
As appropriate, the student shall be removed from classroom/lab/internship activities during 
evaluation and/or treatment periods.  The student’s participation in or completion of a treatment or 
rehabilitation program alone shall not qualify the student for reinstatement to program activities or to 
the program. The student’s continuation in the program depends entirely upon the severity of the 
infraction for which disciplinary action is imposed and the student’s compliance with that disciplinary 
action. 
 
Welding Technology Program students maintain the right to appeal decisions which are guided by this 
policy through the Judicial Codes and Appeals process of Southeastern Community College.   
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Attendance/Tardiness Policy 
 
1.   Attendance and participation in all scheduled activities is necessary to meet the objectives of 

the Welding Technology Program.  Absences/tardiness must be reported to the class-room 
instructor.  Attendance and/or tardiness will be recorded. 

 
2.   If an absence/tardiness is necessary: 
 

 a.   The student must notify the instructor at least one hour prior to the scheduled class or 
internship experience. 

 
 b. If no notification is given at least one hour prior to internship or class, it will be  
   considered an unexcused absence/tardiness. 

 
 Absence/tardiness is considered as excused or unexcused by the class instructor.   
 
 Examples of excused absences/tardiness may include:  student illness, illness in the      

immediate family, severe weather, and other critical circumstances as approved by the 
instructor. 

  
3.  A maximum of five excused absences/tardiness are allowed per semester. 
 
4.  Students who exceed five excused absences/tardiness per semester are subject to disciplinary 

action (refer to pages 6-9 in handbook).  A student's expected behavior will be outlined and 
followed closely to assure compliance. 

 
5.  An absence is defined as one calendar day. 
 
6.  Make-up work will be expected for all absences.  
 
7.  A student who is absent for reasons of health may be required to bring a written permission from 

his/her health care practitioner before returning to class or to the internship site.  Health 
policies of participating agencies will be followed. 

 
 
Medical Insurance 
 
Students are strongly encouraged to carry their own medical insurance.  Any medical expenses incurred 
due to an accident or injury during the time you are carrying out the duties of a welding program 
student are the responsibility of the student. Southeastern Community College does not provide any 
medical insurance coverage for students. 
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Welding Technology Shop and Internship Dress Code 

 
1. Headgear will not be worn in lecture class. 

 
2. No tank tops or halter tops. 

 
3. Laboratory conditions may be dirty and messy, older clothes should be worn or kept available to 

change into before working in the shop. 
 

4. Do not wear loose or baggy clothes; they are a work hazard around the equipment. 
 

5. NO SANDALS OR OPEN TOED SHOES PERMITTED. A leather type shoe is preferred but steel-toed 
shoes would be the best. 

 
6. “Horse play” and other distracting behavior will not be tolerated in either the classroom or the 

lab/shop area! 
 

7. Safety glasses must be worn in shop areas at all times; NO EXCEPTIONS 
 

8. Students who do not comply with the dress code will be sent home for the remainder of the 
class period. Coursework may be made up at the discretion of the instructor. 

 
 
 

Shop Policies 
 

1. SCC is a tobacco-free facility, therefore no tobacco use is allowed in the shop, classrooms, 
hallways, or offices.  Tobacco materials must be disposed of in appropriate areas outside to 
keep our campus grounds clean.  Smoking is not allowed within 25 feet of every campus 
building entrance/exit. 

 
2. The phones in the office are business phones and cannot be used for personal reasons.   
3. Students must follow all program safety rules.  Failure to do so may result in program 

suspension or termination. 
 

4. Cell phones are not to be utilized during class sessions.  Ringers are to be turned off or 
silenced.  If you are expecting an emergency type call, contact the instructor prior to the class 
session and arrangements will be made. 
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State of Iowa 
Department of Public Education 

Career Education Branch 
 

CODE OF IOWA – 280.20 
An Act to require the wearing of eye protective devices by students and teachers. 
 
BE IT ENACTED BY THE GENERAL ASSEMBLY OF THE STATE OF IOWA: 
 
Section I:  Every student and teacher in any public or private school or college or university 

participating in any of the following courses: 
 
   1. Vocational or industrial arts shops or laboratories involving experience with 

any of the following: 
    a. Hot, molten metals. 
    b. Milling, sawing, turning, shaping, cutting, grinding or stamping of any 

solid materials. 
    c. Heat treatment, tempering or kiln firing of any metal or other 

materials. 
    d. Gas or electric arc welding. 
    e. Repair or servicing of any vehicle. 
    f. Caustic or explosive materials. 
 
   2. Chemical or combined chemical-physical laboratories involving caustic or 

explosive chemical or hot liquids or solids when risk is involved. 
 
All shall wear industrial quality eye protective devices at all times while participating and while in a 
room or other enclosed area where others are participating in any phase or activity of such course 
which may subject the student or teacher to the risk or hazard of eye injury from the materials or 
processes used in said courses.  Visitors to such shops and laboratories shall be furnished with and are 
required to wear the necessary safety devices while such programs are in process.  It shall be the duty 
of the teacher or other persons supervising the students in said courses to see that the above 
requirements are complied with.  Any student failing to comply with such requirements may be 
temporarily suspended from participating in said course and the registration of a student for such 
course may be cancelled for willful, flagrant or repeated failure to observe the above requirements.   
 
The Board of Education or governing agency having jurisdiction of any school coming wit the  
purview of this Act shall provide the safety devices required herein.  Such devices may be paid for from 
the general fund, but the board may require students and teachers to pay for said devices and shall 
make them available to students and teachers at no more than the actual cost to the district. 
 
“Industrial quality eye protective devices,” as used in this section, means devices meeting the  
standards of the American National Standard Z87.1-1968, Practice for Occupational and Educational Eye 
and Face Protection promulgated by the American National Standards Institute, Inc. 
 
 
 
 
I, the student, have read the above Act and agree to comply with these provisions. 
 
 
 
__________________________________________________________________________ 
Signature of Student       Date 
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Services for Students with Disabilities 
 
It is the policy of SCC to comply with the access provisions of the state and federal civil rights 
legislation for persons with disabilities. Southeastern offers reasonable accommodations to encourage 
and ensure that persons with disabilities have equal access to education. Through disability services, 
accommodations are made available to qualified students with a documented disability. It is the 
recommendation of the Disability Services Coordinator that students contact the office as soon as 
possible to self-identify early so that they can work together to determine eligibility, identify issues 
and get reasonable accommodations in place. Each individual’s needs and abilities are evaluated in 
accordance with ADA.  To be eligible the student can forward the Disability Student Intake application 
and documentation of his/her disability to the Disability Services Coordinator.  This information can be 
obtained from the Disability Services Coordinator and/or from the Disability Services Manual that is 
located here: http://www.scciowa.edu/academics/disserv.aspx. 
 
The Student Intake Application is on pages 25-27 and the Medical Professional Guidelines for Verifying a 
Disability are on page 31-33.  You can self-report at any time to the Disability Services Coordinator, but 
it is strongly encouraged that you have everything that you need in place and ready when you begin 
classes at the start of each semester.  For further information or to arrange for accommodations, call 
319-208-5167. 
 
In accordance with Section 504 of the Rehabilitation Act of 1973, as well as with Title II of the 
Americans with Disabilities Act, Southeastern Community College has made, and will continue to make, 
efforts to ensure content on all of its websites is accessible to everyone, including persons with 
disabilities and other users of assistive technology. 
 
The College is working to update its website content in compliance with modern accessibility standards. 
 If you have trouble accessing any part of the site, please contact the Director of Marketing and 
Communications at (319) 208-5060 with the following information: (i) the URL (web address) of the 
page; (ii) the problem you are experiencing; and (iii) your name, email address, and phone number.  
The College will use its best efforts to remedy the issue and/or provide the information you are seeking 
in an alternative format until the issue can be remedied.  Grievances related to Section 504, Title II, or 
other formal complaints regarding website accessibility can be filed with the District using the 
applicable procedures outlined in Administrative Guideline 1117. 
 
Platforms of outside entities, such as Google, YouTube, etc., which may be integrated with the College 
website are services provided by those respective companies, and the College is not responsible for 
their adherence to accessibility standards. 
 
 
Non-Discrimination Statement 
 
It is the policy of Southeastern Community College not to discriminate on the basis of race, color, 
national origin, sex, disability, age, employment, sexual orientation, gender identity, creed, religion, 
and actual or potential parental, family or marital status in its programs, activities, or employment 
practices as required by the Iowa Code §§ 216.6 and 216.9, Titles VI and VII of the Civil Rights Act of 
1964 (42 U.S.C. §§ 2000d and 2000e), the Equal Pay Act of 1973 (29 U.S.C. § 206, et seq.), Title IX 
(Educational Amendments, 20 U.S.C. §§ 1681 – 1688), Section 504 (Rehabilitation Act of 1973, 29 U.S.C. 
§ 794), and Title II of the Americans with Disabilities Act (42 U.S.C. § 12101, et seq.). 
 
Individuals having questions or complaints related to compliance with this policy should contact Tina 
Young, Title IX / Equity Coordinator, Southeastern Community College, 1500 W. Agency Road, West 
Burlington, IA 52655, email tyoung@scciowa.edu, phone number 319/208-5101, fax 319/208-5005 or the 
Director of the Office for Civil Rights, U.S. Department of Education, Citigroup Center, 500 W. Madison, 
Suite 1475, Chicago, IL 60661, phone number 312/730-1560, fax 312/730-1576.  

http://www.scciowa.edu/academics/disserv.aspx
mailto:tyoung@scciowa.edu
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SCC Student E-Mail 
 

All students currently enrolled in SCC credit courses will be given access to an “SCC email account.”  
Please use this account for all email communication with SCC.  To log in: 
 

• Go to www.scciowa.edu webpage 
• Click on “Current Students” 
• Click “SCC Email” (right upper corner of screen) 
• Click “Log in to your SCC email account” 
• Enter your username and password 

o Username = first and middle initial and last name example: Jennifer Jane Smith 
=jjsmith 

o Password = last 6 digits of your social security number 
• When done with your email, don’t forget to click “Log off” 

 
Troubleshoot: Blank White Screen 

 
If you are receiving a blank white screen when either trying to login at www.iowacconline.com or 
within the online courseware, please verify whether you are running any sort of ad-removal software or 
features on your system such as Google Toolbar, Norton Internet Security or ZoneAlarm Pro.  If so, 
please disable the ad pop-up removal software, close your browser and try to access your online 
courses again.  If you continue to experience problems, please contact the Help Desk to further 
troubleshoot this problem.  You can email the Help Desk at helpdesk@iowacconline.com. 
 
Technical Requirements 
 
It is very important to make sure your computer meets the technical requirements needed to access 
and complete your online course.  To review these requirements, please go to: 
www.iowacconline.com/index.learn?action=technical.   
 
Hotmail and Yahoo Users 
 
If you use Hotmail, MSN or Yahoo for email, please make sure that your email account is open and 
accepting email.  It is your responsibility to monitor your email account and it is important to 
remember that these accounts do not accept new email if your account has reached its capacity. 
 
Contact your course instructor or you can contact Rebecca Hannum (319)752-2731 ext 5085 if you need 
further assistance. 
 
SCC Computer Log-On 

 
To logon to SCC computers press CRTL-ALT-DEL keys. 
 
The logon screen appears asking for Username and Password  
 

• Username =first and middle initial and last name, ex.  Jennifer Jane Smith = jjsmith 
• Password =last 6 digits of your social security number 

 
When done working on any college computer, remember to logoff, so others can’t use your logon, by 
clicking on Start, Logoff, Logoff 
 

Please contact the Help Desk if you need further assistance at: 
helpdesk@scciowa.edu or 319-752-2731 ext. 5087 

http://www.scciowa.edu/
http://www.iowacconline.com/
mailto:helpdesk@iowacconline.com
http://www.iowacconline.com/index.learn?action=technical
mailto:helpdesk@scciowa.edu
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Web Advisor 
 

In Web Advisor, you can sign-up for classes and check your grades.  To access Web Advisor: 
 

• Go to www.scciowa.edu 
• Go to “Current Students” 
• Click on WebAdvisor (upper right corner of screen) 
• A new window will open, click “Login” 
• It will ask for your username and password 

o Username = first and middle initial and last name, ex. Jennifer Jane Smith = jjsmith 
o Password = last 6 digits of your social security number 

 
1st time login – requires you to change your password after you login to WebAdvisor.  You can choose 
any password but it must be between 6 and 9 characters and include at least one letter and one 
number.  Example: 2008web.  New you should be able to access any of your information that is 
available.  Please contact the Help Desk if you need further assistance at helpdesk@scciowa.edu or 319-
752-2731 ext 5087. 
 
 
To Reset WebAdvisor Password 

 
In lower right corner of screen, click “What’s my password?” 

• Next click “Reset my password” 
• Choose your SCC email account from the drop down menu 
• Your new temporary password will be sent to your SCC email account 

 
Return to the SCC home page www.scciowa.idu to retrieve your new temporary password in your SCC 
email account.  After you have your new temporary password, you will be able to log into your 
WebAdvisor account.  Now you should be able to access any of your information that is available.  
Please contact the Help Desk if you need further assistance at helpdesk@scciowa.edu or 319-752-2731 
ext 5087. 
 
Checking Grades Online 

 
Go to WebAdvisor. 

• Click Log In tab 
• User Name first and middle initial and last name 
• Password – your creation 
• Select Students tab @ right 
• Click Grades to view posted Grades listed by semester 
• Then select which semester(s) to view 
• Click Submit 

 
Network Storage for SCC Students 

 
Southeastern Community College students now have access to network based storage to save work such 
as documents, images, and other type of files. 
 
What is network based storage? 
Network storage allows you to save your files on a server from any SCC computer.  Each student is given 
an (H) drive on this server to save files.  Each student has access to 60MB worth of storage.  This will 
allow you to save a lot of files.  Please note that images take up a lot more storage than text 
documents. 
 

http://www.scciowa.edu/
mailto:helpdesk@scciowa.edu
http://www.scciowa.idu/
mailto:helpdesk@scciowa.edu
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Can I really save my work from any SCC computer? 
You can move from computer to computer on the SCC campus and access your existing files or save new 
ones on the network server.  This network server does not care what computer you are using as long as 
you have logged on with your email address and password.  Example jedoe@scciowa.edu. 
 
How can I be sure that my files are secure? 
Only you are able to access your files on the network server.  The network manager will only access 
your files for troubleshooting purposes.  The files are saved ona backup tape every night.  When done 
using the computer, remember to ALWAYS log off. 
 
How long will I be able to keep my files on this server? 
SCC will allow students to keep files on the server until the end of the summer term which is in the 
early part of August.  At that point, the Information Technology staff will send out an email message to 
all students informing them of a date that they need to clean out their storage.  This allows SCC to 
provide these same services to future students.  Students may then choose to copy their files onto a 
USB drive or other storage device. 
 
Network Storage for SCC Students 
 
Accessing your (H:) network storage drive: 

• Must login to SCC computer using your email address and password 
• Double-click “My Computer” on the desktop 
• Double-click (H:) drive under the “Network Drives” section 

  
How do I save my files to this (H:) network drive? 

When you are ready to save a file you will go to the top of the screen and complete the 
following steps: 

• Click “File”, “Save As” 
• Click “Save In” drop down arrow 
• Select (H:) drive, Name File, Click “Save” 

 
IMPORTANT!  When done using computers, remember to always Log off! 

• Click “Start” Lower left corner of screen 
• Select Log Off 
• OK 

 

mailto:jedoe@scciowa.edu
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Handbook Compliance 

 
 
 

 

I have read and understand the Welding Technology Program Handbook.   

I agree to comply with all of the rules, regulations and policies set forth by 
Southeastern Community College while on campus and as a representative of the 
College while on location.  I understand that failure to comply will result in 
disciplinary actions, including but not limited to suspension and/or dismissal from the 
program. 

 

 

__________________________________________________________________________ 

Signature of Student       Date 
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Handbook Compliance 
 

 
 

 

I have read and understand the Welding Technology Program Handbook.   

I agree to comply with all of the rules, regulations and policies set forth by 
Southeastern Community College while on campus and as a representative of the 
College while on location.  I understand that failure to comply will result in 
disciplinary actions, including but not limited to suspension and/or dismissal from the 
program. 

 

 

________________________________________ ________________________________ 

Signature of Student       Date 
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