Computer Applications/Media Syllabus

Fall 2016

Mrs. Guy

guyj@ccschools.k12tn.net

Course Overview:

This course is designed to develop computer technology skills. Students will use a variety of computer software and hardware tools and features of an electronic information network. Students will explore the historical, social and ethical issues of using computer technology. The students will develop skills that will assist them with efficient production; accurate production analysis; management of information and design and presentation of a multimedia project. Students will gain knowledge in the operation of Microsoft Word, Excel, PowerPoint and Access. 

This course is project based.  Students will learn the necessary skills and will then have to demonstrate those skills independently to complete projects using the computer equipment.  Students must demonstrate strong self-discipline, organization and determination to succeed.
Student Learning Objectives

Please review, sign, and return the course standards and competency sheet for this class.      

Methods of Instruction

Computer Assignments, Reading, Discussion, Lecture, Research, Group Work

Materials

- “Microsoft Office 365: Office 2016” textbook (Provided); ISBN: 978-1-305-87001-7
-paper and pencil 

-Folder/Notebook for projects

-2 gigabyte (2GB) flash drive, un-opened in package*


*let me know if you wish me to provide one for you 

Policies


Grading Procedures:



40% = Tests/Unit Projects



40% = Daily Grades/Quizzes/Projects



20% = Semester Exams


Grading Scale:



A = 93-100



B = 85-92



C = 75-84



D = 70-74



F = below 70


Attendance/Tardiness:

This class will follow the attendance and tardy policies outlined in the student handbook and by the school board.  Due to the hands-on nature of this class and the difficulty in making up the work at home, every effort should be made to attend class.  


Missed Assignments/Make-up Work:

If you miss an assignment, it is your responsibility to check with me to receive your assignment(s). If you miss a test or a quiz with an excused absence, it is your responsibility to schedule the make-up with me.  After-school labs will be assigned if needed. All policies from the student handbook apply. Any work missed due to an unexcused absence will not be graded. This includes quizzes and tests.


Class Participation:



Get involved by doing the following:



-Arrive on time and immediately get to work on the Bell Ringer 

assignment.



-Contribute to class discussions.



-Actively participate in group projects.

General Rules:

1. Give your full attention and respect to the teacher and fellow classmates.

2. Leave the room cleaner than you found it. (Food and drink prohibited in the computer area)

3. Take care of equipment and follow Computer Rules.

Computer Rules:

1. Do not change any settings on the computers.

2. Do not download or delete any programs.

3. Follow all Internet and technology guidelines in your student handbook.

Course Topics/Schedule 
Introduction to Computer (Weeks 1-2)

Microsoft Word (Weeks 3-7)

Microsoft Excel (Weeks 8-12)

Microsoft PowerPoint (Weeks 13-16)

Microsoft Access (Weeks 17-18)

*Schedule is tentative and subject to change as needed
*Each of the 4 Microsoft programs contain 3 modules.  We will cover each module throughout the course of this class.  Classwork for each module will typically include a computer project, a lab, and a quiz.  Depending on the complexity of the module, a test may be given over a single module. Regardless of the test on individual modules, there will be a cumulative test over each Microsoft program.  
