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Syllabus
Instructor Information

Name:


Shane De Priest
Email:


depriests@gcssd.org submit work to shanedepriest4426@gmail.com
Phone:


731-783-0999     
Room #

205
Course Information
Title of Course:
Computer Applications
Prerequisite:

Keyboarding/Document Formatting
Course Description: 
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, social, business and ethical issues of using computer technology. The students will develop skills that will assist them with efficient production of word processing documents, spreadsheets, databases, and presentations.
Current Texts:
Microsoft Office 2010: Introductory Course 1st Edition (Pasewark and Pasewark)
Century 21 Computer Applications and Keyboarding 9th Edition (South-Western/Cengage Learning)

Supplies:
Pen or Pencil


Pocket folder with three clasps

Loose-leaf paper (three-hole punched)
Headphones
1 Package of standard computer paper
Units of Study:
Keyboarding review, Computer and technology usage in today’a society, Microsoft Word, PowerPoint, Excel and Access, and student E-mail.
ICU
· All students at South Gibson County High School are expected to complete all assignments that support the learning of the state standards and completing those assignments to an acceptable level of mastery.
· In the event that an assignment is not submitted to the teacher on time and to a satisfactory level of proficiency, the student will be placed on the ICU list and will be supported academically beginning the next school day through the ICU framework.  Support includes immediate parent/guardian contact along with additional instruction on a skill or concept, or re-teaching the skill or concept during the designated ICU/On-Call time.
· In the event that a student has missing assignments at the time that progress reports or report cards are issued, the student will receive an “I” which indicates that the student continues to be responsible for learning and completing the tasks that will lead them to mastery and an acceptable level of understanding of the standards for the course.  
· At SGC, zeros are not acceptable as this indicates that the opportunity for learning is over.  Zeros, failing grades, and performance that is less than a student’s best effort stand in direct contrast to our belief that failure to learn is not an option.
Grading Scale

The Following grading system is in place at South Gibson High School:

A:
93-100

B:
85-92

C:
75-84

D:
70-74

F:
0-69


Evaluation:

Formal 
80%



Informal
20%

Formal assessments will consist of tests, presentations, projects and papers.  These assignments will lead to student mastery of state standards.
Informal assessments will consist of writing assignments, group work, quizzes, bell work and daily work.  These assessments will assist and support the student’s preparation for formal assessments.

Assignments:

· Most assignments will be completed in class.  Many assignments have deadlines. It is the student’s responsibility to assure projects are completed by assigned deadlines.  It may be necessary for your work on/or complete assignments at home to ensure deadlines are met.
· If any assignments or homework are not completed by the due date, student’s must make up before or after school.
· If you are absent from class, it is your responsibility to make arrangements to complete missed assignments.  Please see me before or after class to collect missed assignments.

Classroom Expectations
Be Respectful

Be Prepared.
Be Prompt

Be Accountable

Be Consistent

General Consequences:

Verbal Warning

Teacher/Student Conference

Parent Contact/Behavior form completed and signed

Office Referral

Plagiarism / Academic Dishonesty Policy: Plagiarism and academic dishonesty are serious offenses. The academic work of a student is expected to be his/her own effort. Students must give the author(s) credit for any source material used. To represent ideas or interpretations taken from a source without giving credit is a dishonest act. To present a borrowed passage after having changed a few words, even if the source is cited, is also plagiarism. Students who commit any act of academic dishonesty will receive an incomplete in that portion of the course work. Acts of academic dishonesty will be reported to the administration.

Procedures and Routines
The following classroom procedures allow the class as a whole to be more effective and efficient as a learning environment.  As a student, it is your responsibility to learn and preform these procedures.
ARRIVAL TO CLASS

· Be in your assigned seat when the bell rings, working on the bell ringer assignment.

· As soon as you arrive in class, log on to your assigned computer.

· Class begins promptly each day.
NO EATING, OR CANDY IS PERMITTED IN CLASS

· Drinks are permitted as long as they have a cap and you keep them on floor.

ASSIGNMENTS

· It is essential to your academic success to complete all assignments.

· Every assignment must be turned in with a MLA style heading.

· Assignments should be emailed/hand delivered in a timely manner, unless otherwise instructed.

BE PREPARED

· Bring your materials and blue or black ink pen or pencil to class every day. Pencils are for sale for $.25.

MANNERS

· Raise your hand if you have a question.

· Do not speak unless given permission by the teacher.

· Respect the teacher, as well as everyone around you.

· If a visitor enters the room or if I receive a phone call from a parent or from the office, you should remain on task and quiet.
HALL PASS
· You must ask permission and have your agenda book signed before you leave. Please understand that not all requests may be approved, even if you have a valid hall pass

· When leaving the classroom, do so quietly, not disturbing anyone else.

· You will not be allowed to leave the room without your agenda book/hall pass. Hall passes will not be granted the first 20 minutes of class or the last 20 minutes of class.
Please make every attempt to take care of restroom visits and other pressing matters between classes.

CELL PHONES

· Cell phones should be put up and not taken out for any reason during class, unless instructed to do so by the teacher. If I see or hear a cell phone, I will follow school procedures, take it and turn it in to the office. NO Exceptions!!!!

END OF CLASS

· Save your work, close all programs and log out.

· You must remain seated when the bell rings. I dismiss class-not the BELL!
· When leaving make sure your workstation is clean, and your chair is pushed up under the table. Place all trash in the trash can please.

ABSENCES (Follow School Policy)

· The best way to learn is to be here! It is your responsibility to find out what you missed. Ask a classmate or ask me before or after class.

· Tardies disrupt teaching and learning! Tardies will be written up and reported to the office.
· Essential questions and bell work are turned in each week for a grade. If absent, it is your responsibility to get the work from a peer. Failure to do so will result in an incomplete for those days.

Helping Others   Ask three before me.  This will be our class motto for seeking clarification.  If you are unsure about an assignment or a concept please turn to a neighbor and ask them quietly to explain it to you.  If you are still unsure please raise your hand I will come to assist you.  
Participate Students will engage in meaningful participation of all class activities.  This includes:
Group projects, Daily class dialogue, small group activities, and on task behaviors.
· You should be in your seat and logged in when the bell rings. Tardies are referred to the office.

· Refer to the board for “bell work”. This could be in the form of an essential question, a burning question, or some other type of assignment. Begin work immediately on the exercise on the board unless told otherwise. Any questions can wait until attendance has been posted for the day.

· Books are not to be removed from this room unless permission has been given by the teacher.

· Students may not use the Internet without permission during class time unless it is for part of an assignment or has been given permission by teacher.

· Students may not print from the Internet without permission.

· Students may not modify any settings on the computer. This includes printer settings, screensavers, desktop wallpaper, and desktop icons.

· After using the machines, always make sure the machines are properly logged off.
· Place chairs under the desks after class and trash in the trash can.

· Workstations and tables should be kept clean. Any changes to these should be immediately reported to Coach De Priest
· Students should remain in their assigned work areas at all times, unless instructed by the teacher

***Please refer to the Student Acceptable Use Policy for use of computers, networks, and the internet.  The rules set forth in this document will be strictly enforced in the lab.

Please keep in mind that every student has the right and opportunity for an education.  Students that choose to be disrespectful and disruptive do not have the right to deprive other students of the opportunity to learn.
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