Computer Skills Syllabus
Routt Catholic High School, 2009-2010
Mrs. Fox, Teacher
Course Audience:  Grade 9

Course Credit:  .25

Course Duration:  One Quarter

Prerequisites:  None

What You Can Expect:
Upon completion of this course, participants will have:

· Knowledge of computer lab equipment, rules and opportunities

· “Touch” keyboarding technique with sufficient speed and accuracy

· Knowledge of the fundamental and intermediate features of Microsoft Word

· Knowledge of the fundamental features of Microsoft Excel

· Increased ability to follow directions

· Developed time management and independent study skills

Textbook and Course Materials:  Applied Computer Keyboarding 4th Edition
Course Assignments and Grading System:

	Assignment Description

	Daily Keyboarding Assignments

	Timing Tests

	Final Exam

	“Lesson Learned” Project

	Misc.


Letter grades will be determined based on the Routt Grading Scale, found on page 12 of the RCHS Handbook.

Extra Credit:  The availability of extra credit will be at the discretion of the teacher and is not guaranteed.  Students should complete all assignments with this understanding.

Incomplete Work:  Students who fall behind may be given a certain amount of time to make up their work, in accordance with Routt policy (“Incomplete”, page 11, and “Attendance” pages 20-23, RCHS Handbook).  As incomplete assignments are completed and graded, they are calculated into the student’s academic grade in accordance with the aforementioned policies in the RCHS Handbook.

Behavior Grading System:  Behavior grades, as well as academic grades, impact extracurricular eligibility (page 9, RCHS Handbook).  At the beginning of each quarter, the student begins with a P (Passing).  Behavioral grades are cumulative and progressive within the framework of the quarter.  As infractions are recorded, the teacher verbally informs the student.  Three infractions for similar offenses result in a detention for those offenses and a weekly grade of P-.  Receiving three or more detentions within the quarter will result in a weekly behavior grade of U (Unsatisfactory), and remains a U until the end of the quarter.  The teacher informs the student and parent of detentions and changes in behavior grade as they occur.

Computer Lab Access:  Students or staff may use the computer lab on a limited basis with advance notification, providing that unused computers are available.  The computer lab is a great resource for all Routt 
                                                                                                                                                
students; however, care must be taken to ensure that the needs of the scheduled class are met first.  Entering and leaving the lab are covered by regulations governing passes.
The Computer Lab:  The purpose of the computer lab is for the furtherance of academic goals, as well as meeting Routt’s mission statement.  The use of the computers in the lab, in addition to classroom assignments, will be governed by the Technology/Internet policy (page 19, RCHS Handbook).  Among other things, this Policy prohibits gaming, email, and the downloading or uploading of software.  Violation of this policy may result in the loss of all computer and/or Internet privileges.

Students May Use Certain Tools and Materials:  Items accessible for student use include: scrap paper, pens, pencils, pencil sharpener, scissors, rulers, staple removers, and reference books.  Nothing but scrap paper may be removed from the lab.

Final Examination:  A final exam will be given at the end of the academic quarter.  The grade of this exam constitutes 20% of the final quarter grade.  All students are expected to stay in the computer lab for the duration of the exam.  The schedule for final exams is as noted in the Routt Catholic High School Handbook.

Classroom Rules:

1. Be respectful.
2. No food, beverage, chewing gum, or candy is permitted in the classroom/computer lab.

3. Know and follow the RCHS Technology/Internet Policy at all times. (page 18, RCHS Handbook)

4. Know and follow the RCHS Academic Honesty Policy at all times. (page 7, RCHS Handbook)

5. All electronic files and assignments must be saved to your student folder.

6. Stow all books, papers, and personal belongings under your table.
Positive Consequences:

1. You are trusted and respected.

2. Your personal belongings and the school’s equipment are protected.

3. You comply with the Technology/Internet Policy agreed to.

4. Your class work is accessible.

5. Your class work is protected.

Negative Consequences:

1. You may lose the respect and trust of your classmates and teachers.  See Discipline Policy- Level II
2. Your personal belongings and school equipment could be damaged. See Discipline Policy – Level II
3. Your class work could “disappear”.

4. You may be accused of plagiarism, or of providing copy for plagiarism.

5. Any violation of the RCHS Technology/Internet Policy will result in the lowering of your final grade by 1 letter grade.  Your parent/guardian will be notified when an infraction occurs.
NOTE:  The rules and consequences outlined above will occur in conjunction with those set forth by Routt and with the Routt Discipline Policy (page 23, RCHS Handbook).  

---------------------------------------------------------------------------------------------------------------------------------------

Student and parent(s) or guardian:  Your dated signatures indicate that you have read and understand this syllabus.  Please return one signed copy of the syllabus to the teacher to be kept on file.  You may keep the other for your records.
_______________________

________

_______________________

________
Student Signature



Date


Parent/Guardian Signature


Date

(Continued on back)
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