Ms Rogers - Computer Literacy – Fall/Sprint 2011-2012 CHS   Syllabus
[image: image1.wmf]Being computer literate is a necessity in this world.  This one semester broad-based introductory course will cover various aspects of computers according to the Nevada and National Technology Standards.  Main topic areas include computer technology applications in society, hardware and software fundamentals, historical development of computers and the integration of word processing, presentation software, and spreadsheets.  Students will be introduced to the Internet as a research tool, learn search engine techniques, and as well as career exploration. We will be using Windows 7 operating system and Microsoft Office 2010 Suite for all activities. The lessons will be Project Based
	.

	 Mandatory –

· 3 Ring Binder with dividers
· Pens and pencils
· 2 pocket file folder - folders and binders can be purchased from Ms “R” if you wish for a minimal fee.
A Flash Drive will be issued to the Student.  This is will be used to save their classwork, and will remain in the classroom.  This is just like a textbook if it is lost or misplaced student will be assessed a fee for the lost or broken item.  You may bring your own flash drive.  

		

	


Course Goals: We will spend approximately 4 weeks on each unit
At the completion of this course, the student will be able to:
Unit I – history of computers and computer ethics & Security issues
1. Trace history and development of computers:

a. Understand terminology relating to computers
b. Examine the parts of a computer system: CPU, monitor, input/output devices.
c. Operate peripherals such as printers, scanners, and digital camera
d. Evaluate software programs for specific personal and system needs
e. Understand computer networking: LAN, Intranet, Internet
i. History and development or the internet
ii. Understand connectivity requirements for Internet access
2. Discuss the health, legal and social and ethical use of computers:
a. Computer Security
b. Software sharing issues
c. Internet issues
i. Download of software/music
ii. Proper use of e-mail for personal and business uses
iii. Accessing sites inappropriate for  age, censorship concerns
iv. Verification/validation of Internet Sources
v. Internet Security
d. Health concerns of Computer Use – Ergonomics/cyber bullying/addiction
Unit II   Windows 7, MS office Word 

3. .Use Windows 7Operating Systems:
a. Understand and manipulate elements of Windows XP desktop
b. Create and delete folders and short cuts
c. Navigate the Windows 7 OS using MS Explorer
4. Introduction to MS Paint
5. Use MS Office 7 Software Program:
a. Use MS Word for personal word processing purposes
i. Create documents and save
ii. Format Text
iii. Create documents such as Business Letters, and business cards
Unit IV – Powerpoint/ career 
1. Use MS PowerPoint for presentations
iv. Create a PP presentation that includes sound, graphics, and transitions.
v. Evaluate PP presentations using criteria developed
vi. Evaluate – create a final PP presentation.  Present to class using the Smart Board Interactive Whiteboard.
6. Explore Career Pathways:
a. Explore various career operations using Nevada CIS program, Occupational Outlook Handbook, and Occupational Outlook Quarterly information.
b. Narrow career interests based on personal traits/interests
i. Create and present a PP presentation on a future career
Unit III EXCEL
c. US MS Excel for personal spreadsheet purposes
i. Create, save and edit a spreadsheet
ii. Create graphs and charts for using various spreadsheet data
iii. Analyze results of an experiment and represent data in graphs produced
d. Understand the basics concepts of a database program
7. Increase Keyboarding skill/speed
a. Using Keyboarding program to practice typing techniques
b. Using Keyboarding program to increase words per minute typed
c. Project _ increase typing speed to at least 25 net words per minute
8. Use the Internet for research purposes:
a. Explore and evaluate Internet search tools
b. Evaluate Internet sites as to appropriateness for research purposes
c. Open an e-mail account
d. Cite Internet sources properly
e. Project _ researches a personal computer system, paraphrase information, create paper citing sources properly.
9. Examine technology center options:
a. Examine other computer courses offered at the High Tech Center
b. Examine courses offering professional certification
c. Understand articulation program between Carson High and WNCC (Tech Prep)
d. Explore options available depending on personal interests.
Course Structure: This course is primarily designed as a hands-on computer applications course.  Instruction is presented by teacher lecture and hands-on demonstrations.  Teacher demonstrations are done via Smart Board Interactive Whiteboard..
Make –Up Work Policy: Late work will not be accepted for credit without an excused absence.  If you miss class, you are responsible for finding out what you missed and should complete make-up work assignments in a timely fashion.

Evaluations: An initial, informal assessment & evaluation will be by teacher observation and then a second assessment will be done when assignments are turned in.  A final evaluation will be done with each unit.  A written final will be given at the end of semester which is inclusive to all materials studied during the semester class
Absent Policy: Students absent for 6 or more days from class may receive no credit for the class
Plagiarism: Students must follow school and district policies. 
Grading Criteria – Your grade is based on Five Criteria
30% Assignments – Any assignment created using the various programs available on your computer will be graded in these criteria.  Any written work required by the instructor will also be graded in this category

25% Exams/Quizzes – Following the completion of each unit, there will be an exam.  Exams come in two forms, written and practical.  Practical exams will take place on the computer.  Printed final copies of the work will be submitted for grading.  Throughout the semester, quizzes will be given.
20% Final Exams – Written and Hands-On - 
10% Keyboarding – This will be graded on the mastery of the keyboard and proper keyboarding techniques.
5% Homework – We don’t have much homework, but when it is given please turn it in or your grade will be affected.
10% W.H.A.T.  –Work Habits: you are using your lab time efficiently.

                           Attendance: Be On Time!!  Being Tardy could affect your grade.

                           Trustworthiness: failure to follow lab rules will drastically affect your grade
Grading Scale
	90%  – 100%
	A

	80% -- 89%
	B

	70%   -  79%
	C

	60%  - 69%
	D

	< 60
	F

	 There are no  Pluses or Minuses in this Grading Scale
	

	
	

	
Due Date 
	 Keyboarding  schedule and dates due for lessons
	score

	Wk 1
	Pretest – begin lesson 1
	

	Wk 2
	Complete lessons 1-2,   timed test
	

	Wk 3
	Complete  lessons 3
	

	Wk 4
	Complete lessons 4 ,     timed test
	

	Wk 5
	Complete  5-6
	

	Wk 6
	Complete  7                   timed test
	

	Wk 7
	Complete 8-9
	

	Wk 8
	Complete  10                   timed test
	

	Wk 9
	Complete 11 
	

	Wk 10
	Complete 12                  timed test
	

	Wk 11
	Complete 13
	

	Wk 12
	Complete 14
	

	Wk 13
	Complete 15                  timed test
	

	Wk 14
	Complete 16
	

	Wk  15
	Complete 17          
	

	Wk  16
	Complete  18                  timed test
	

	Wk  17
	Complete  19
	

	Wk  18
	Complete  20
	

	Wk 19-20
	 Practice for Final Keyboard Test
	

	Wk 21
	Final Timed Test  
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