Computer Concepts
Course Syllabus - *Subject to Change
Illini West High School – Fall 2008

Instructor:
Mrs. Theresa Twaddle


Office Phone: 
(217) 357-2136

Room Number:
109




Email:

ttwaddle@illiniwest.org
Course Description: This course is designed to provide students with hands-on experience with personal computers.  The students gain knowledge of computer technology through the use of Microsoft Office Suite for Windows applications that will be beneficial to the students in their daily lives and in a variety of careers.  Topics to be introduced will include word processing, presentations software, Internet search, and the internal components of the computer.  Students will be introduced to computer systems and system software.  They will develop knowledge applicable in personal and/or business applications. 
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Prerequisite Course/Grade Level Recommendation:  8th-grade keyboarding /Fr.-Sr. Level.
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Textbook(s):  Shelly, Gary B., Thomas J. Cashman, Misty E. Vermaat, Microsoft Office 2003 Advanced Concepts and Techniques Course Two. Boston: Thomson Course Technology, 2004.
Course Objectives:  This course provides students with an opportunity to study and understand many objectives including but not limited to the following:  The students will be able to:

· Demonstrate the advanced use of MS Word operations

· Use PowerPoint effectively for presentations

· Research the Internet with effectiveness using advanced search tactics

· Describe internal computer components of the computer and their function
Grading Procedure:  The following scale is based upon the recommended guidelines found in your student handbook.  Final grade will be determined upon the student’s percentage in the class.  Weighted averages are used to determine the final grade.  No late assignment will be accepted unless prior arrangements are made with the instructor.  When you are absent from school, follow the procedure for make-up work.  Make-up procedure is described as follows:  when returning to classes after being absent get your assignments from your teacher and ask for clarification of make-up work.  It is the student’s responsibility for missed work.  Handbook policy determines due dates for make-up work.

	A=100%-90%
	 
	Semester 
	
	 

	B=89%-80%
	 
	Quarter 1
	
	=   40%

	C=79%-70%
	 
	Quarter 2
	
	=   40%

	D=69%-60%
	 
	Semester Final
	
	=   20%

	F=59%-below
	 
	
	 Total
	= 100%


Additionally, assignments will be graded on a 3-2-1 policy.  Points will be awarded for neatness, completeness, and accuracy of answers.  If you are putting effort into your assignments, your grade will reflect as such. If you ask for an assignment check with wrong format, answers, or construction, you will be asked to revise your assignment.  Assignments are graded in class.
Evaluation Guidelines: Precise written grammar conveys attention to detail and intelligence. Therefore, points will be deducted for lack of proofreading because the written aspect of this class is the main component of communication for our course. Be sure to proofread all your submissions.
Classroom Materials:  In order for a student to be successful, you must come to class with the following:  A good attitude is a must and first requirement.  You should always be open to new ideas and a willingness to work.  Additionally, supplies such as a two-pocket folder, loose-leaf paper, black or blue ink pen (no gel pens please!), sharpened pencil, calculator, ruler, and your date planner will be needed.

Portfolio Assignment:  This assignment is a conglomerate of all the production work and assignments you will work on throughout the course of the semester.  It will be worth one test grade of 50 points per semester.  Points will be deducted on the following:  lack of organization, incompleteness, and lack of neatness.  To develop the portfolio, you will need a two-pocket folder.  Throughout class, your teacher will check your portfolio.  There will be two graded checks each worth 25 points per semester.  Portfolios will be construction through the use of assignment sheets and classroom folders.
Course Outline:  The syllabus is subject to change.  Come to class prepared.  You will need to bring your book to class every day.  Complete readings prior to their scheduled discussion.

Conduct/Participation:  The main rule for class is to have “respect.”  If you respect yourself, others, and the material things around you, there should be no problems during class.  If behavior displayed is determined inappropriate, then a detention policy will be implemented.  This policy exists to manage behavior. Policies and procedures described in your student handbook pertain to this class.  Appropriate behavior is expected at all times.  Computer usage policy will be distributed, signed by student and parent and returned to school.  Conduct points in class are awarded at the beginning of the semester.  Student shall receive 100 points for their conduct/participation grade.   Deduction of points will be taken if inappropriate behavior exists, missing work, not working during class time, or lack of materials brought to class. 

Grade/Progress Reports:  Throughout the course, student progress reports will be sent home through the student and are to be signed by parent or guardian as a way to communicate student’s progression of learned material and class conduct.  This will be done for students demonstrating poor or failing progress in class.

Academic Honesty:  Academic dishonesty in the form of cheating, fabrication, plagiarism, or facilitating academic dishonesty will not be tolerated.  Penalties can be severe.  Academic papers can be checked on web based search services such as turnitin.com or other search engines to determine if work has been plagiarized from the web.  You can avoid academic dishonesty by doing your own work, not letting others copy or sharing files, and ensuring you are using proper citation methods.

