UNION HILL HIGH SCHOOL

Computer Applications 1

	Instructor:

Course Code & Credit:
	Mr. Dave Gelber
601--------5 Credits MTWRF

	Class Time: 

Class Location: 

Class Website

E-Mail:
	Period # 05,  07,   09
Union Hill High School—Room # 211
www.davegelber.com/unionhill

dave@gelber.net



Course Description:  The course will encompass Microsoft Office Suite including Word, Excel, PowerPoint, and Access.  Students will use knowledge for course work, other discipline-generated assignments, and MOUS certification.  At completion of course, qualified students are eligible for MOUS certification exams.  
Course Mission:  In order to successfully complete Career Exploration, the student will be able to demonstrate acquisition of the required proficiencies, give evidence of the satisfactory completion of class work and homework assignments required for this course, and must conform to the attendance policy adopted by the Union City Board of Education.
Course Prerequisites:  N/A

Text & Materials:  It is imperative the all students come to class prepared with their Career Exploration portfolio, current days homework (if applicable), handouts, pencil, and pen.  

Class Attendance and Preparation:  Since this business course is preparing you for the real world, I feel as if you will need to be prepared for situations that will arise in the workforce.  The “real world” has little tolerance for absenteeism, tardiness, whining, and inadequate preparation.  Thus, attendance, punctuality, and participation in discussions/activities are essential.  You are most certainly expected to behave professionally and responsibly with regards to all aspects of this course.  


The Union Hill attendance policy is as follows, “A student will fail a course for the year on the 18th absence, and for the marking period on the 8th absence.”  These numbers include Full-Day absences from school, lateness to school that causes a student to miss more than ½ of the class, cutting of class, and students leaving school early.  

Extra Help:  I am available before and after school, and will help; on my lunch or prep period, if necessary.  You must make arrangements with me in advance, however, so that I can block the time for you.
Important Policies & Procedures:  In order for students to have the opportunity to succeed, it will be necessary that all students follow the following basic rules: 

	Rule
	Consequence

	Be in your seat ready to work/learn when the bell rings.  Ready to work means that your portfolio is open to the current day’s homework, textbook, pen, and pencil are on the desk and everything else is off.  
	For each late you will lose 1 point from your final marking period grade.  You must also report to detention that afternoon.  

(excuse notes=no deduction/detention)

	Since this course takes place in a compute lab; any problem/issue that is found with your computer MUST be reported to the instructor IMMEDIATLEY.  
	Failure to report vandalism/issue will leave you responsible for any cost incurred to repair the machine.  

	Do not cut class.  Cutting class is defined by a student not showing up to class when they are at school for the day.  
	Each cut will result in 10 points being deducted from the marking period average.  In summary, if your final average for the MP is an 82%, your grade will be downgraded to a 72%.  A discipline referral will be sent in, and a parental conference will be scheduled.  

	Raise your hand and wait to be called upon before you speak.  Remain seated unless you have permission to do otherwise.  You may not simply get up to sharpen your pencil or use the lavatory.  Also, follow directions the first time that they are given.  
	1st offense=detention that afternoon.  

2nd offense=2 points deducted from the MP grade.  

3rd offense=Discipline Referral, parental conference, 4 points deducted from the MP grade.  

	No unauthorized food, drink, candies, or gum is permitted in the classroom.  There is also to be no walkmans, i-pods, mobile phones, sidekicks, or other unauthorized electronic devices in the classroom.  
	1st offense=Detention that afternoon, 2 points deducted from the MP grade, and discipline referral.  

2nd offense=Detention that afternoon, 4 points deducted from the MP grade, discipline referral, and parental conference.  

	Deadlines for individual and group work will be strictly enforced.  Any late work without a legitimate excuse (doctor notes) is considered late.  
	An assignment that is late will not be accepted.  You will earn a 0% for the assignment that is not turned in.  For those with doctor notes—you will have 1 day after your return to turn in the missing assignment.  


Academic Information:  Your grade is based on four things:  teamwork/classroom participation, homework/projects, tests/portfolio, and class work/quizzes.  

	30%:  Teamwork/Classroom Participation: The category reflects your effort in class and with working as a team member in a “business like” environment.  An “A” in this category is earned by positive participation in class: volunteering frequently, paying attention, being prepared, and working cooperatively in groups.  It is better to pay attention and volunteer even if you make a mistake.  Mistakes can be learning tools—don’t be afraid of them.  

	35%:  Homework/Comprehensive Individual Projects: Since this course is preparing you for the business field, many of your homework assignments will be project based, projects are CRITICAL to your success in a business course.  If you are absent when an assignment is given please contact a colleague from class, e-mail me, or check out our class’ website.  

	20%: Tests & Portfolio:  Tests are given with ample advance notice on the lecture topics presented in class.   When given, tests will be a combination of multiple choice, vocabulary, and short answer responses.  Each student is required to keep an up to date portfolio.  It is to have accurate class notes, individual/group assignments, homework assignments, and all tests/quizzes.  Portfolio’s are subject to random and unannounced checks.  

	15%: Class work/Quizzes:  Class work & Quizzes will be given with or without notice.  These short assignments focus on something that we’ve been working on.  


= 100%( MARKING PERIOD GRADE

[(100-90=A)—(89-80=B)—(79- 70=C)—(69-60=D)—(59-0=F)]

I wish you the best of luck with this course; please let me know if you have any questions/comments/concerns!  Enjoy this course….

============================================================================

Contract Agreement:  By signing this document, you are agreeing to the policies/regulations listed on pages 1-3 of the Course Syllabus/Outline.  You also state that you fully understand the policies and consequences.   Furthermore, if you return this document by 02/02/2007, signed & dated by yourself and a parent/guardian, you will earn 5 additional points, which will be added, onto your 3rd Marking Period Grade.  If you do not return this document signed you will lose 2 points from your 3rd Marking Period Grade for each working day that this contract is not returned.  

_________________________________                           ____________________________

Student Signature & Date                                                         Mr. Dave Gelber & Date

_________________________________

Parent’s Signature & Date

COMPUTER APPLICATIONS 1
Third Marking Period—

TENTATIVE COURSE OUTLINE

As stated above, this outline is TENTATIVE—We may work at a different pace, omit/add material.  

	Dates
	Topics
	Assignments

	Week 1       

(Jan 29-Feb2)
	Introduction to Microsoft Access

--Second Finger Key Reaches Drills                            
	

	Week 2 

(Feb 5-9)
	Lesson 1:  Creating a Database using Design and Datasheet Views         

--Review First & Second Finger Reaches 
	

	Week 3   

(Feb 12-16)     
	Lesson 1:  Creating a Database using Design and Datasheet Views

--Third Finger Reaches
	

	Week 4      

(Feb 26-Mar 2)   
	Lesson 2:  Querying a Database Using the Select Query Window

--Third Finger Reaches
	

	Week  5   

(Mar 5-9)
	Lesson 2:  Querying a Database Using the Select Query Window                   

Keyboarding:  Review 1st, 2nd, and 3rd Reaches
	

	Week 6   

(Mar 12-16)      
	Lesson 3:  Maintaining a Database Using the Design and Update Features or Access                            Keyboarding:  4th Finger Reaches
	

	Week 7      

(Mar 19-23)   
	Lesson 3:  Maintaining a Database Using the Design and Update Features or Access   Keyboarding:  4th Finger Reaches
	

	Week 8       

(Mar 26-30)   
	Lesson 4:  Publishing to the Internet Using Data Access Pages                                   Keyboarding:  Drills
	

	Week 9       

(Apr 2-6)  
	Lesson 4:  Publishing to the Internet Using Data Access Pages                                     Keyboarding:  Drills
	

	Week 10 

(Apr 16-20)    
	COMPREHENSIVE ACCESS REVIEW             Keyboarding:  Drills
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