CLASS DESCRIPTION AND INTRODUCTION FOR

7th GRADE COMPUTER TECH

Period Structure

47 minute period 
Course Description

7th Grade Computer Tech is a course that will increase keyboarding skills and will require students to complete numerous hands-on projects related to word processing, desktop publishing, presentation software, spreadsheets, and databases using Microsoft Office 2007.
Textbooks, practice sets, and other published material used

Glencoe Keyboarding Connection: Projects and Applications, by Arlene Zimmerly & Julie Jaehne, Glencoe/McGraw Hill. 
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Course Requirements and Expectations

◆ Attendance - You are expected to attend each class and be on time.

◆ Participation - You are expected to participate in class and complete all assignments. You will have opportunities to interact with and help other students, but remember that you are responsible for completing your own assignments.

◆ Critical Thinking - You are expected to use critical thinking and creative problem solving to complete exercises. You will apply the new concepts that you learn as you complete activities and projects. Active, creative thinking will help you understand new concepts as you complete this course.

◆ Activities and Projects - Frequent challenges appear throughout the course. You are expected to apply the skills you have learned to come up with creative, effective solutions to the problems presented.

Assessment

Assessment will be based on attendance, participation, and successful completion of various assignments and projects throughout this course. Quizzes and tests will be given periodically to test your knowledge and skills.

Grading

The following is an example of grading guidelines and a grading scale:


Grading Guidelines
Grading Scale


Attendance/Participation = 25%
A = 90–100%

Quizzes/Tests = 25%
B = 80–89%


Assignments = 50%
C = 70–79%


Total = 100%
D = 60–69%


F = Less than 60%
Absence and Make-up

View the school website (www.usd327.org) if you have questions about what is going to be covered and assigned on each given day. Lesson plans are generally listed 1-2 weeks in advance. It will be the responsibility of the student, not the teacher, to find out, complete, and hand in make-up work during an absence, in addition to taking all missed quizzes and tests.  The maximum allowance for turning in make-up work is two class periods after the assignment has been made.  After these two days, missing grades become zeroes unless other arrangements have been made.

If the student's absence is known in advance, the student should get that day's assignment and confirm a plan for completion with me.

Extra Help

I will be available for help during 1st hour, and before and after school.
