COURSE DESCRIPTION:

INFORMATION TECHNOLOGY PRESENTS THE PRINCIPALS FOR UTILIZING TECHNOLOGY AS A COMMUNICATION TOOL.  STUDENTS WILL DEVELOP SKILLS IN KEYBOARDING, WORD PROCESSING, PRESENTATION GRAPHICS, AND INTERNET.  TASKS WILL INCLUDE CREATING REPORTS, TABLES, GRAPHS, BUSINESS LETTERS, MULTIMEDIA PRESENTATIONS, AS WELL AS INTERNET SEARCH SKILLS.  THIS CLASS IS A SPECIFIC REQUIREMENT FOR GRADUATION.

COURSE GOALS AND OBJECTIVES:

UPON COMPLETION OF THIS COURSE, STUDENTS WILL BE ABLE TO:

1. IMPROVE KEYBOARDING SKILL AND ACCURACY

2. FORMAT BUSINESS LETTERS USING MS WORD

3. CREATE  A SPREADSHEET USING MS EXCEL
a. USE AND DESIGN A SPREADSHEET TO SOLVE A PROBLEM
b. CREATE FORMULAS
c. CREATE TABLES AND GRAPHS USING DATA FROM A SPREADSHEET

4. CREATE POWERPOINT PRESENTATION SLIDES
a. ADD ANIMATION, TRANSITIONS, SOUND, AND ART TO A PRESENTATION

5. CREATE A GOOGLE ACCOUNT FOR ACCESS TO GOOGLE DOCS AND OTHER WEBSITES AS DETERMINED BY THE INSTRUCTOR

6.  UNDERSTAND THE ‘DIGITAL FOOTPRINT’ IN TERMS OF THE TRAIL OF ACTIVITY LEFT BY ONLINE PRESENCE

7.  CREATE GRAPHIC ORGANIZERS USING BUBBL.US

8.  TROUBLESHOOT BASIC COMPUTER AND NETWORK PROBLEMS, UNDERSTANDING MALWARE AND VIRUSES

9.  LEARN ABOUT CYBERBULLYING, NETIQUETTE, AND INTERNET SAFETY

10.  GAIN AN UNDERSTANDING OF INTELLECTUAL PROPERTY RIGHTS, COPYRIGHT, CREATIVE COMMONS AND CITING SOURCES

11.  UTILIZE SEARCH STRATEGIES USING A SEARCH ENGINE

12.  LEARN THE RESPONSIBILITIES ASSOCIATED WITH PERSONAL NETWORKING ON SITES SUCH AS FACEBOOK  OR MYSPACE AND CREATE A MULTIMEDIA PRESENTATION OF “LIFE ONLINE”

13.  EXPLORE ONLINE LEARNING AND INTERACTIVE LEARNING, NAMELY QUIZLET, GOOGLE MAPS, SCHOOTTUBE, ETC
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14.  EDIT DIGITAL IMAGES AND PHOTOS WITH ONLINE TOOLS


15.  LEARN GOOGLE DOCS FOR ONLINE WORD PROCESSING, PRESENTATIONS, SPREADSHEET, EMAIL, CALENDAR, FORMS

16.  CREATE AND ONLINE PRESENTATION USING PREZI

17.  LEARN TO CREATE VIDEOS BY RECORDING FROM THE COMPUTER SCREEN  (JING AND CAMSTUDIO) AND EXPLORE THE ELEMENTS OF CREATING SUCH VIDEOS

18.  LEARN WHAT IS GOING ON IN THE COUNTRY IN REGARDS TO MOBILE COMPUTING (CELL PHONES IN THE CLASSROOM)

19.  LEARN ABOUT PROGRAMMING A GAME OR ANIMATION USING THE FREE PROGRAM FROM MIT CALLED SCRATCH. STUDENTS WILL TRY SOME OUT AND CREATE THEIR OWN.

COURSE WEBSITE:

THIS COURSE WILL UTILIZE THE 21 THINGS FOR STUDENTS WEB SITE FOR INSTRUCTION. THIS COURSE WILL BE A BLENDED (LECTURE + ONLINE LEARNING) COURSE. ACCESS THIS SITE FOR ALL ASSIGNMENTS, VIDEOS, LESSONS ASSOCIATED WITH THE COURSE:

WWW.21THINGS4STUDENTS.NET

GRADING:

1. All assignments must be completed by the due date.  There is a 50% late fee for assignments received after the due date.

2. Lab grades are grades assessed during the class period.  Usually lab grades will total 15 points for the period.  It is an all or nothing grade.  In order to receive full credit, students need to remain on task and refrain from causing disruptions in the classroom.

3. If a student has an unexcused absence, no make-up work will be assigned.  The student may obtain the material missed on that day; however, it will not be given credit upon completion.

4. There is a final exam.  All students are required to take the exam.  Seniors may follow the exam waiver policy in the 3rd trimester only.

5. For excused absences and student activities, students may have one day to complete work missed for each day absent.

6. Parents may access their child’s grades online using Family Access at the Mason Public Schools website: www.mason.k12.mi.us  To obtain a username/password, parents must contact the Information Technology Department, 676-6516.  Grades are updated weekly.









Approximate* Grading Percentages:

Participation (Lab Grades, Discussions via Moodle)		10%
Class work								30%
Quizzes								20%
Projects								40%

*Note that this is an estimate of the point total breakdown.  Assignments are not weighted.  Grades are determined on a “Total Points” scale.

Grading Scale:

All classes within the MHS Business Department use the same grading scale.  


100-93 
100-94 A
92-90 A-
89-87 B+
86-83 B
82-80 B-
79-77 C+
76-73 C
72-70 C-
69-67 D+
66-63 D
62-60 D-


YOU AND YOUR PARENTS CAN TRACK YOUR ATTENDANCE AND GRADES IN SKYWARD.  I WILL UPDATE GRADES IN THE SYSTEM WEEKLY.  SKYWARD ASSIGNS AN ASTERISK TO BLANKS IN THE GRADE BOOK.  YOU DO NOT NEED TO WORRY ABOUT ASTERISKS.  AN ASTERISK MAY INDICATE THAT THE GRADE HAS NOT YET BEEN ENTERED, YOU ARE STILL WORKING ON THE ASSIGNMENT, OR THAT YOU ARE EXCUSED FROM THE ASSIGNMENT.  AN ASTERISK WILL NOT NEGATIVELY OR POSITIVELY AFFECT YOUR GRADE.  A ZERO WILL APPEAR IF YOU RECEIVED A ZERO FOR THE ASSIGNMENT.

Ground Rules:

1. Arrive on-time. Tardiness will not be tolerated.  Students accumulate time after the dismissal bell for time missed.

2. Remain seated in your assigned seat until the dismissal bell.  Please DO NOT line up at the door.  

3. All students are expected to conduct themselves in a scholarly manner.  Academic dishonesty (cheating) is not tolerated.

4. PASSES will be allowed during the class period in a dire emergency.  NO PASSES during the first 10 and last 5 minutes of class.










Instructor Information:

Ms. Kristin Higgins
ROOM #74
EMAIL: khiggins@mason.k12.mi.us
Phone: (517) 676-9055 Ext 274


DAILY SCHEDULE
2ND  TRIMESTER

	1ST PERIOD
	2ND PERIOD
	3RD PERIOD
	4TH PERIOD
	5TH PERIOD

	7:50- 9:00A
	9:06-10:16A
	10:22-12:02P
	12:08-1:18P
	1:24-2:35P

	LEAD B
	PREP
	YEARBOOK
	INFOTECH
	INFOTECH

	RM #74
	RM #75
	RM #74
	RM #74
	RM #75
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