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COURSE OVERVIEW
Computer Applications is a career and technical educational course, which will teach students how to apply a variety of technology application tools to solve business problems in today’s global economy.  Special emphases will be placed up technique, posture, keyboarding by touch, utilization of voice recognition software, 10-key by touch, Web search engines, presentation software, word processing, and spreadsheet applications.  Students will learn about Internet usage agreements, computer usage policies, file management, and using the MS-Windows® operating system.  In addition, students will learn to create and format business letters, memos, resumes, research papers (including MLA citations for sources), and a final project, which will integrate all applications.
GOALS AND OBJECTIVES
Upon completion of this semester-long course, students will be able to:

· Demonstrate correct technique and posture for keyboarding 

· Demonstrate ability to keyboard a minimum of 35 gwam or more by touch with two or fewer errors per minute for three minutes 

· Demonstrate stroking by touch and with appropriate technique the data-entry keys on a 10-key pad 

· Listen attentively to demonstrate ability to follow directions and take notes 

· Demonstrate the ability to complete rough-draft copy, centering, tabulations, and outlining 

· Produce professional memos, personal and business letters, and reports that are understandable and correctly formatted 

· Edit and proofread using standard proofreading symbols 

· Demonstrate use of voice recognition software 

· Create and manipulate spreadsheets, and databases 

· Use the Internet effectively in searching for information and research
· Create and present effective multimedia presentations

· Demonstrate leadership abilities including cooperation, punctuality, honesty, and task organization
· Demonstrate an understanding of ethics
WASHINGTON STATE ESSENTIAL ACADEMIC LEARNING REQUIREMENTS ASSESSED

State standards in technology are adopted from the International Society for Technology in Education (ISTE).  
· Students use technology resources for solving problems and making informed decisions. 

· Students use technology to locate, evaluate, and collect information from a variety of sources. 

· Students use technology tools to process data and report results. 

· Students use a variety of media and formats to communicate information and ideas effectively to multiple audiences. 

· Students use technology tools to enhance learning, increase productivity, and promote creativity. 

· Students understand the ethical, cultural, and societal issues related to technology. 

· Students practice responsible use of technology systems, information, and software. . 

· Students demonstrate a sound understanding of the nature and operation of technology systems. 

· Students are proficient in the use of technology.
In addition, State standards in Communication, Writing, Reading, and Math will often be integrated into in student projects. 
COURSE MATERIALS: 
Office 2007 introductory Concepts and Techniques, (Shelly Cashman Series), Microsoft Office 2007® and Microtype Pro® software.  In addition, a variety of online resources will be used.  Students are expected to have notebooks, paper and writing instruments daily in class.  Also, it is recommended that they have a USB flash drive to save assigned work and transfer to and from home as needed.

GRADING POLICY: 
Grades will be averaged and based on standard percentage scale. (90-100%=A, etc.) 

Grading criteria will be broken down as follows: 



50% Projects and tests.  Major assignments will be evaluated with a standards-based rubric.
50% Classwork, participation, keyboarding and work ethic (professional conduct, equipment care, regular attendance and leadership)
LATE WORK:  

Late work will always be accepted, but only credit (60%) will be given after a period of one week.
ABSENCES:

It is the student’s responsibility to get and complete missed work due to absences.  Excused absences will extend due dates at a 1:1 ratio, but class time will not be provided to complete missed work. 
CLASSROOM EXPECTATIONS/CONSEQUENCES: 

In addition to all school rules, the following expectations are held for students: 

1. RESPECT for self, others and property 

2. RESPONSIBILITY for completing work, attendance, proper equipment use, 

    and appropriate classroom behavior 

3. RELIABILITY for following directions and making good decisions

Consequences for not meeting expectations are: verbal warning, loss of privileges/behavior plan, parent contact, and referral to administration. 


****It is important to note that students are responsible for the equipment they are using and may be accountable for repair costs due to abuse or carelessness. Intentional damage to hardware, system files or personal files of others may result in removal from the class or loss of computer privileges! 

INTERNET ACCESS/WEB PUBLISHING POLICY: 

The Seattle School District policy for Internet access and network use will be followed strictly in this class. The policy can be found in the Franklin Handbook for Scholars (page 13) and must be signed by a parent/guardian prior to being granted access to computers in class.

CONTACT INFORMATION: 

E-mail:

efaulkner@seattleschools.org  

Phone: 
206.252.6236
Room: 

216
