Computer Applications Syllabus
Spring 2014, Period 1
Mr. Brian Ward

Phone: 773-722-4600 ex. 3161

E-mail: wardb@psmnow.com
Best time and place to meet with me:

· 3:15 to 3:45, daily in Room 312
It is always best to make an appointment with me.

Course Description:

This is a semester course with a pre-requisite of Keyboarding/Basic computing. The course will cover intermediate and advanced uses of Microsoft Office 2007.  Students will complete integrated software projects to demonstrate their mastery of the applications and their uses.

Main Goals and Objectives:

1. Students will be able to solve problems and troubleshoot.

2. Students will be able to implement the many applications and extra features in Microsoft PowerPoint to create engaging, interactive presentations.

3. Students will be able to organize spreadsheets, worksheets, perform calculations and use function formulas to solve problems using Microsoft Excel.

4. Students will be able to manipulate data, create and modify forms, find and order data and create reports using Microsoft Access.

5. Students will be able to compare and contrast Microsoft applications with the features of Google Applications.

Essential Supplies

· Microsoft Office 2007 (Cengage Learning © 2008) – Supplied by PSM

· Folder with tabs or ½ inch binder to organize notes, handouts and projects.  This folder or binder should be used solely for your Computer Applications class.

· Loose Leaf Paper for notes and homework
· Pen
· Flash drive to save work
· Box of Tissue Paper (extra credit – once a quarter - due anytime before Exam Week)

· Syllabus should always be in your class folder/binder
Grades and Grading per Semester:

· PSM standard grading scale

· Late homework is 50% off

· Late homework (more than one day) is a zero
· Semester grade is the average between Quarter 1 and Quarter 2
Providence St. Mel Honors Code

The rules and regulations which appear herein, as well as day-to-day instructions from faculty, staff, and administration, are developed to give expression to the philosophy on which PSM is based: maximum development of the student -- academically, socially, emotionally and morally.  Thus it is expected that all students will comply with instructions, both verbal and written, given them by members of the PSM faculty, staff, and administration.  These instructions apply when students are in the building, on the immediate grounds of the school, and/or representing the school on any trip or function. Language that is respectful and conducive to the academic setting is expected to be used by everyone during school and school associated events.   Failure to comply with these directives may result in disciplinary action or dismissal of the student.  Parents are expected to support policies and procedures of the handbook. Administration reserves the right to perform a search that is deemed reasonable to ensure compliance of rules and the safety of students and staff. Administration reserves the right to perform a search that is deemed reasonable to ensure compliance of rules and the safety of students and staff.
Furthermore, in keeping with the school’s philosophy which states that “ . . . the moral development of our students . . . (is) a central concern for us at Providence-St. Mel . . .,” we declare that a PSM student does not lie, cheat, or steal.  Those who engage in such actions may be subject to disciplinary action and/or forfeiture of the privilege of attending PSM.

Objectives:
1. To provide an educational program which will prepare students for further academic work and careers.

2. To develop in students basic skills in critical reading, writing, thinking, and problem solving.

3. To provide an educational program which encompasses both remedial and advanced courses.

4. To challenge each student to attain his/her fullest potential.

5. To maintain a standard of excellence through consistent evaluation and update of both curriculum and instructional methods.

6. To create and maintain a community atmosphere based on mutual respect and concern between and among students, faculty, staff, and administration.

7. To instill in students a sense of pride in their accomplishments and the determination to overcome obstacles.

8. To instill in students personal discipline and self-direction.

9. To facilitate in each student the development of a Christian moral value system.

10. To challenge students to gain admission into a top tier college or university.

 

CONSEQUENCE CONTINUUM FOR GRADES 6 - 12

In most instances of misbehavior, teachers will use the PSM Consequence Continuum. The continuum starts over every school day. Teachers can issue an immediate referral if a student is engaging in an extreme offense or repeatedly engaging in an inappropriate behavior. The Principal may change the continuum at any time.

The steps of the Consequence Continuum

Step 1:
The student receives a verbal warning from the teacher.

Step 2:
The student receives a teacher-requested meeting notice for an after-school conference. The teacher will call the parent or guardian.

Step 3:
The student receives an immediate referral from the teacher and is sent to the Dean of Students and Faculty. The teacher will call the parent or guardian.

Immediate referrals result in the following consequences, which start over each academic year:

· The first referral results in a minimum of 3 consecutive days of detention after school.

· The second referral results in a parent-teacher conference with the Dean of Students and Faculty.  The student will receive appropriate disciplinary action at the discretion of the dean.

· The third referral may result in the student signing a behavior contract and appropriate disciplinary action. The parent must meet with the dean.

· Please note that depending on the behavior the student exhibits, the President, Principal, or the Dean of Students and Faculty have the authority to place a student under a behavior contract prior to the third referral.

Cheating and Plagiarism:

Cheating is considered a serious matter at PSM.  All of the following student actions are considered cheating, which is an offense requiring disciplinary consequences.

· Copying another student’s work or giving another person his or her work.

· Having a book or notebook open, or having slips of paper visible during test or quiz time, which were not approved by the teacher.

· Making verbal or eye contact with another student during the test or quiz.

· Having conversations regarding the questions and answers on future tests or quizzes. This includes talking about exams in the hallway.

· Texting assignment answers during a test or quiz.

· Comparing or collaborating in the hallway on any work.

If cheating occurs, the teacher will write a referral and give the student a zero. If students are caught copying the work of another student, both students will receive referrals.

Plagiarism is cheating. Any student using or passing off the ideas or writing of another person as his or her own work will be considered to be plagiarizing. If plagiarism occurs, the teacher will write a referral and give the student a zero on the project or homework assignment in question.
Method for Calculating Grades:

The grade consists of the following, in these appropriate percentages:


Projects 25% of final grade


Students are expected to participate willingly in class.  “I don’t know” is not an acceptable answer to oral questioning.  Daily printed exercises and projects will be included in this portion of your grade.  You will get one grade for each lesson (chapter) that we work on.  

In each lesson, there will be 2 to 5 small tasks.  Some will be printed, some will be saved in the Y:Drive, and some will be shown on your screen. Pay attention to the instructions for how each project should be submitted. Here is how each task will be graded:



+ = 20 points – Project was completed accurately and completely

· = 18 points – Project was completed but had a minor mistake or two

- = 16 points – Project was completed, but had major mistakes or many 

minor mistakes



0 = 0 points – Project was either not handed in or completed or there were 

many major mistakes


Each Lesson will be worth the amount of tasks or projects.  If there were 4 projects, then that lesson will be worth 8 points.  If there are only 3, that lesson will be worth 60 points.

Extra-Credit Projects will often be assigned during class.  These will be added to your project grades.  

If students do not finish projects in the appropriate class time, those projects become homework, but they are still included in the projects grade.

Random notes checks will occur weekly. Notes should be kept in order in a binder or in a folder with tabs. Each entry should include the days date and a heading. The next page has rubrics that will be used to assess notes and class participation.
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Computer Applications Notes Check Rubric

	
	25
	20
	15
	5
	0

	Neatness
	All writing is neat. All writing is legible.  All writing stays within the lines and follows margin rules
	Some writing is messy. All writing is legible.  All writing stays within the lines and follows margin rules
	Some writing is messy. All writing is legible. Sometimes the writing does not align to margins correctly
	All writing is messy. Some writing is hard to read. Sometimes the writing does not align to margins correctly
	All writing is messy. Most writing is hard to read. Sometimes the writing does not align to margins correctly

	Completeness
	Student writes MORE than the teacher has asked the class to write
	Student has written all of the appropriate notes as guided by the teacher
	Student has written 80-90% of the appropriate notes as guided by the teacher
	Student has written 60-80% of the appropriate notes as guided by the teacher
	Student has written less than 60% of the appropriate notes

	Format
	Each day has the appropriate date and heading.  Entries appear in chronological order. All notes are in the notebook. 
	Some days are missing the appropriate date and heading.  Entries appear in chronological order. All notes are in the notebook.
	Some days may be missing the appropriate date and heading.  Entries are not all in chronological order. All notes are kept in the notebook.
	All notes are not in the notebook, but are in a folder, or are loose outside of the notebook.
	Many days are missing the appropriate date and heading.  Notes are not in the appropriate notebook.

	Textbook
	Student has textbook in class on the day of the notes check
	
	
	
	Student does not have the textbook in class on the day of the notes check


Computer Applications Participation Rubric

	
	25
	20
	15
	5
	0

	Effort
	Student is actively engaged at all times – looking at the teacher, taking notes, asking and answering questions
	Student is actively engaged 90% of the time – looks at the teacher, takes notes, asks and answers questions
	Student is engaged 80% of the time – needs to ask for a question to be restated, does not ask questions
	Student is often not engaged - needs to ask for a question to be restated, does not ask questions
	Student is constantly off-task – needs daily reminders

	Behavior
	Student does not need any reminders about behavior
	Student receives one or two verbal reminders
	Students receives three or four verbal warnings 
	Student receives one teacher request
	Student receives multiple teacher requests / a referral

	Start Up
	Student always begins the start up activity before the bell rings
	Student always is working on the start up activity when the bell rings
	Student needs a reminder to work on the start up activity
	Student needs multiple reminders to begin on the start up activity
	Student is missing more than one start up activity

	Preparation
	Student is prepared with homework, textbook, and notes ever day
	Student is missing homework, textbook, or notes one day
	Student is missing homework, textbook, or notes two or three days
	Student is missing homework, textbook, or notes more than three times
	Student is missing homework, textbook, and notes every day


Homework 25 % of final grade

Written assignments will be assigned as homework a couple days each week.  A homework assignment is late if it is not ready at the beginning of class.  Homework assignments should be placed on the scanner in the center of the room at the beginning of class to be collected.  Late work will be accepted for 50% of the credit the assignment deserves.  If assignments are more than one day late, it will be a zero. It is the responsibility of the student to obtain all make-up work after an excused absence.

Homework passes may be given out when a student displays extraordinary organization, participation, written work, homework, etc.  If a student receives one of these it is his/her responsibility to retain it until he/she decides to use it.  These passes do not mean that the student does not need to do the homework, but rather they can turn in the assignment one day late and still receive full credit.

Quizzes and Tests 25 % of final grade

Quizzes and tests will be given throughout the semester.  Take good notes during class and make sure that you understand all assigned readings and concepts.  

Final Exam 25% of final grade

You will have practice and preparation for everything on the exam.  If you participate and do homework, you will do well on the exam and in the class.

PSM Standard Grading Scale


A+ = 97 - 100

C+ = 78 - 82

A   = 93 - 96

C   = 73 - 77


B+ = 88 - 92

D+ = 69 - 72


B   = 83 - 87

D   = 65 - 68





F   = below 65

Guidelines for Success: 

1. Be respectful, patient, and cooperative.

2. Always try your best.

3. Take responsibility for yourself and your actions.

Classroom Rules and Procedures:

· Raise your hand to walk or talk.

· Respect your instructor, fellow students and classroom equipment.

· Writing on the hardware and destruction of the property will result in an immediate referral and loss of computer privileges

· Stay on task at all times.

· Follow all school rules.

Extra Important Details:

· You may not put your hand on anyone else’s mouse or keyboard.  Explain, do not do it for them.  If you do it for them, they are not learning.
· No student should go to the printer.  The printer is OFF-limits.

· Paper is very important. 
· Please pay attention to directions about printing! 
· Print things correctly – pay special attention when we are discussing how to print in each application. Printing mistakes will cause you to lose points on assignments.
· Only print once. If you are unsure if something has printed, raise your hand and ask me to check for you.

Brief Outline of the Class:

January: PowerPoint Lessons 1 and 2, Microsoft Excel Lessons 1-3
February: Microsoft Excel Lessons 4-8

March: Microsoft Access Lesson 1, Q3 Final Exam, Microsoft Access Lessons 2-3
April: Microsoft Access Lessons 5 and 6, Microsoft PowerPoint Lesson 3 
May: PowerPoint Lesson 4, Audacity, Q4 Final Exam
Exams:
Tuesday, March 11 at 8:00
Friday, May 23 at 8:00
Computer Applications Contract

(Due Friday, January 10)
Student’s printed name: ____________________________________________________

For the PSM student:

I have read the Computer Applications Syllabus and understand the obligations of being a member of this class. I pledge and challenge myself, to the best of my ability, to follow the rules and guidelines in this syllabus.  I will strive to better understand computers and to earn a grade that I feel proud of.  I will work with my fellow classmates to help them to learn and grow. I am looking forward to a great year!

Student signature: ______________________________________ Date: _____________

For the parent of a PSM student:

I have read and understand the course guidelines and syllabus, which describe the requirements which my daughter/son has promised to achieve.

Parent’s clearly printed name: _______________________________________________

Parent signature: ______________________________________ Date: ______________

Please provide phone number(s) in case I need to contact someone when I am with your student. Please indicate if the number is for someone other than you.

Home phone number: ____________________

Cell phone number: _____________________

Work phone number: ____________________

Email Address: _____________________________________

Please feel free to contact Mr. Ward  (773-722-4600, ext. 3161 or wardb@psmnow.com) if you have any questions concerning the syllabus which you have just read.

**It is okay if you are unable to print, however, it will only be accepted if you include all of the following:

· Student name and signature

· The italicized words from above

· Parent name and signature

· Contact information (phone numbers and e-mail)
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