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COMPUTER APPLICATIONS I:  WORD PROCESSING & DESIGN (1/2 Year)
Course Objectives  Every student will:
1.
Gain an understanding of the computer, including computer literacy basics, and the importance of the computer to all types of jobs in today's society.

2.
Develop the ability to manipulate word processing software which allows for the creating and editing of text documents.

3.
Develop the ability to manipulate presentation graphics software to produce professional-looking presentations.
4.
Acquire some basic concepts in utilizing desktop publishing software.
5.
Develop the ability to creatively import and edit graphic images into documents.

6.
Incorporate design principles into documents created in the word processing and presentation software.

7.
Develop logical thinking, decision-making, and problem-solving skills through practical application in the classroom.

9.
Achieve a base of knowledge for continued training in the business environment.

Grading

Grade will be based on classroom assignments, projects and unit assessments.

Student Expectations

Students are expected to always complete their own work.  Any student who shares or takes work from another student will face the consequences as stated in the Student Handbook (Academic Integrity) and/or those set by the teacher.

Students are not allowed to bring home textbooks or class assignments.  All work is to be completed within the business department.  Students who are absent from class are required to make up work within a reasonable amount of time set by the teacher.
Students are expected to handle computer equipment with care and keep their work areas clean and organized.

Students must sign the Letter of Agreement regarding the Computer/Network/Internet Use Policy in order to have computer access throughout the course.
(see reverse for Ellington High School’s Mission Statement and Expectations for Student Learning)
ELLINGTON HIGH SCHOOL MISSION STATEMENT

Ellington High School prepares students to become knowledgeable, respectful citizens who value learning, integrity, personal well being, equity and diversity.

EXPECTATIONS FOR STUDENT LEARNING

Academic

EHS students will:


•
Listen and view with understanding.


•
Read and write effectively.


•
Reason effectively, think critically, and solve problems.


•
Utilize resources including media, computers, and other technologies.

Civic

EHS students will:


•
Meet the responsibilities of citizenship.


•
Demonstrate leadership and service to the community.

Social

EHS students will:


•
Practice moral and ethical conduct.


•
Affirm diversity and practice respect.


•
Demonstrate skills and competencies for personal well being and growth.
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