IT Academy Word/PowerPoint
Mrs. Deborah Dixon
 
Course Syllabus
Contact Information
        Phone: 704-636-4420 ext. 208           
«      Please call during my planning period 1:00-2:40 or guidance (ext. 115) to schedule a conference.
        Email: dixondw@rss.k12.nc.us
 Course Description
Students in Microsoft IT Academies benefit from world-class Microsoft curriculum and software tools to tackle real-world challenges in the classroom environment. In the first part, students will learn to use the newest version of Microsoft Word interface, commands, and features to create, enhance, customize, share and create complex documents, and publish them. In the second part, students will learn to use the newest version of Microsoft PowerPoint interface, commands, and features to create, enhance, customize, and deliver presentations. English language arts are reinforced. Work-based learning strategies appropriate for this course include cooperative education, internship, service learning, and job shadowing. Apprenticeship is not available for this course. Future Business Leaders of America (FBLA) competitive events, community service, and leadership activities provide the opportunity to apply essential standards and workplace readiness skills through authentic experiences.

.

 Course Materials
· Loose leaf paper
· Pencil(s) and blue/black ink pens    
· Storage:   Flash Drive: 1 GB min.
 Course Standards (Sections)
1. Unit 1.00 Understand word processing software application skills using Microsoft Word (60%)
2. Understand presentation software application skills using Microsoft PowerPoint (40%)
 Grading
Quarter Grades:
· 40% Class work/Notebooks
· 20% Projects
· 40% Tests
Final Grades:
· 40% 1st nine weeks
· 40% 2nd nine weeks
· 20% VoCATS – Required by the State.
 Academic Integrity
Your name (whether signed, written, printed, or typed) on any work submitted is your pledge that you have neither given nor received any unauthorized help on the work. Academic dishonesty will not be tolerated. If you are caught being dishonest you will receive a zero and your parents will be notified.

Due Dates
These assigned dates are extremely important. They indicate your willingness to get the job done on time. Therefore, all late work will receive a 5-point per day deduction and work not made up will count as a zero. Schedule your time wisely!
 
Make-up work
When you are absent, it is YOUR responsibility to find out what was missed. Please check the class website (edu2.0) for your work and assignments. Do not accept “nothing” as an answer from your classmates when you ask what we did. You will have the number of days you were absent plus one additional day to make-up any missed work without penalty. 
Attendance Policy
Students are expected to be present for each class. Students that miss more than 8 days may be in jeopardy of not receiving credit for the class.  
Tardy Policy
Students are expected to be in the classroom, seated, computer on and logged into EDU 20 when the bell rings.   If you are tardy to class you must go to the office for an admit slip: no exceptions.
Classroom Policies
1. When the bell rings, students must be in class with the necessary materials ready to begin Logged in to computer and EDU 20.
2. Do not talk or get up when I am addressing the class or another student has the floor.
3. No food, drink, or candy is permitted in this computer lab.  ONLY BOTTLE WATER
· This computer lab contains expensive, technical equipment that requires special care. Students must respect and treat the equipment with care at all times. Anyone who is caught intentionally damaging the equipment will be held responsible for ALL expenses in its repair or replacement. 
4. No sleeping in class.
5. Respect yourself, the rights and properties of others students and teachers.
·  Students are expected to act in a manner conducive to learning. If an inappropriate behavior occurs, a student will be warned. If there are further occurrences of this misbehavior, disciplinary actions will be taken. If a severe infraction occurs, there will be no warning and the student will be referred to a principal!
6. Keep your area and the classroom clean!
· This includes throwing away any trash and not writing on the tables, chairs, equipment, etc. 

7. The teacher, NOT the bell, dismisses class!
· Students are expected to remain seated at the end of class until the teacher dismisses you! 
8. Follow all school rules and the Code of Conduct at all times.
· Including school absentee, tardy policy, dress codes, proper behavior, and the use of electronic devices at school. 
9. NO CELL PHONES AT ANY TIME -----out of sight!!!!!!!
1. Ask to put away
2. Give to teacher until end of school
3. Give to teacher until parent retrieves
4. Give to Administrator 
 Disciplinary Actions – depending on severity of the infraction
· 1st time: Verbal Warning
· 2nd time: Notify Parent  -sent out of room

· 3th time: Referral to Principal
Student Read Syllabus_________________________________________ Date ______________

(sign and keep in notebook)

Parent Read Syllabus__________________________________________ Date_______________

Parent/Guardian Email____________________________________________________________

Parent/Guardian Cell Phone#________________________  Home #_______________________
