Course Syllabus

2010-2011

Course: 


114CMPTRAPP Computer Applications

Teacher:


Mrs. Cioffi (kcioffi@sacredhearthamden.org)  

Textbook:
Shelly, Cashman, and Vermaat. Microsoft Office 2003: Introductory Concepts and Techniques. New York: Course Technology, 2003. 
Purpose:
This one-semester course provides a thorough introduction to computer applications.  The course begins with an introduction to computer hardware and software, including related concepts and terminology.  The balance of the course will allow students to develop proficiencies in five primary types of business software applications:  word processing, spreadsheet, presentation graphics, Web site creation and management, and graphics editing.  In addition, students will gain exposure to Internet communications and research.

Objectives:


The student will:

· Build usable skills with the computer.

· Understand the basic hardware and software of the computer.

· Understand the role of the computer in business.

· Develop and apply word processing skills to prepare business letters, academic reports, resumes, and memoranda.

· Develop and apply spreadsheet skills to solve business problems of moderate complexity.

· Develop and apply presentation skills to prepare graphical presentations.
· Apply application proficiencies to personal, school, and work-related needs.

· Identify the advantages of using computer software for more efficient productivity and workflow in the office.

· Work cooperatively with peers.

· Interface software applications.

· Find useful research materials via the Internet.  

· Demonstrate proofreading skills.

Requirements:
Textbook:

Microsoft Office 2003 ; Shelly, Cashman and Vermaat 

Notebook:

Each student must bring her Computer Applications notebook and folder to each lecture.  The notebook for this course may comprise one section of a loose-leaf binder, but it must contain a place for accumulated handouts and returned materials.

Assignments:

All assignments and due dates are detailed on the course Web site.  Projects will be announced at least one week in advance.  A detailed set of instructions will accompany each project assignment.  
Additional Materials:

Each student is expected to bring the appropriate book(s), handout(s), and/or other materials to each class.  These essentials will always be announced during the previous class session.

 “Phone-a-friend”:  

Each student must have the phone numbers of at least two classmates.  This will ensure that there will be no “I didn’t know it was due today!” surprises.

Policies:
Assignment Completion and Submission:

Students are encouraged to work together to review and understand course material, but all homework must be completed on an individual basis (unless otherwise noted).  All assignments and projects are due at the start of class.    

If the assignment is not completed and submitted on-time, it is considered late.   Late homework and projects will be penalized 10% for each class period they are late.  There will be no make-up work for unexcused absences.  There will be no opportunities for extra credit.

Plagiarism and Cheating:


Don’t even consider it.  See the Student Handbook for the school’s policy on plagiarism and cheating. 

Attendance and Participation:

Attendance is required for the benefit of your learning and as a courtesy to your classmates.  It is essential that all students become actively involved in the class.  As a member of this class, you have the responsibility to your fellow students to be here, be prepared, and participate.  It is also expected that you make it to class on time.  Excessive tardiness may warrant detentions, and repeated disruptions will negatively impact the Participation and Cooperation component of your grade.

Miscellaneous:
Consult the Student Handbook for all policies not expressly discussed and described in this syllabus. 

Evaluation:
This course will meet approximately 40 times this semester.  Due to the high number of class meetings and the range of student learning styles, a variety of assessment tools will be incorporated.  These tools will include:  computer assignments, quizzes, presentations, class participation, written homework assignments, cooperative group work, and a final exam.


Each assignment’s grading criteria will be discussed at the time it is assigned.   

Testing Policy:
The following is the approximate grading breakdown (any changes to this policy will be explained during the semester): 


Quarter 1:
Projects and Assignments 70%



Quizzes 20%







Participation and Cooperation 10% 


Quarter 2:
Projects and Assignments 70%


Quizzes 20%

Participation and Cooperation 10% 

Class Rules:
Students are expected to treat one another with respect.  The classroom environment will be one that promotes a high degree of maturity and consideration for others.  (See Student Handbook for specific discipline-related policies.)

Homework:
Each homework assignment will have specific instructions that will be explained and must be adhered to.  There will be some form of homework to do in preparation for each class.

Additional Information: 

If at any time you have a concern regarding the class or your performance, feel free to come and talk with me.  I’m looking forward to a great semester!

