Info Tech

Mr. Mercer

Course Syllabus

Lincoln Northeast High School


Course Description
Students will learn word processing, database, and spreadsheet skills at a computer.  Students will also learn essential computer concepts and presentation skills. This course will be divided into 5 Units of Study.
Units of Study
Computer Concepts

Microsoft Word 2013
Microsoft Excel 2013
Microsoft PowerPoint 2013
Microsoft Access 2013
Grades
Students will be graded on various projects and summative assessments throughout the semester.  80% of the grade will be made up of summative assessments and 20% will be made up of formative assessments.
LNE Grade Scale:

A   = 90-100

B+ = 85-89

B   = 80-84
C+ = 75-79

C   = 70-74
D+ = 65-69

D   = 60-64
F    = 59 and below

Classroom Policies/Procedures

Business Department Late Work Policy
While a unit is being presented, I will accept any work that has been assigned throughout the unit. Students will be responsible for checking their grades online, including checking for missing assignments.  If an assignment is late due to absences or other circumstances, an extension will be granted. 
LNE Cheating and Plagiarism Policy:

1. Students will receive due process:  The teacher has a private conversation to explain what they observed and to get the student’s perspective about what they did.  The teacher listens to their “gut” and determines if they believe the student was cheating or not.  If the teacher has reasonable belief that the student was cheating, they send the student to the office.

2. Students will receive consequences – administrator assigns I.S.S. The student completes a brief writing assignment tied to the six pillars of character and reviews this assignment with the administrator.

3. Teacher calls home and informs parents.

4. Students will develop exit strategies – capstone writing experience

5. Students will have opportunity to save face – they will be expected to complete the original assignment or an alternative assignment or form of assessment for full credit.

Classroom Procedures

The 3 B’s - Character Counts at Lincoln Northeast High School

· Be Safe

· Take care of workstation….if something isn’t working, let me know asap!!
· No food or drinks are allowed in computer labs

· Clean up your area (papers) at the end of the period

· Keep hands to yourself (don’t touch each other or each other’s computer)

· Be Responsible
· Get your work finished – On Time!
· Don’t cheat

· If you don’t understand something, ask!!  Its o.k. to ask questions!!!

· Be Respectful

· Raise your hand and be recognized before speaking

· Profanity, rude or derogatory comments or actions will not be tolerated 

Expectation for Dismissal

· I’ll warn you a couple minutes before class ends to start preparing for dismissal – this means start saving your work!!
· Clean work area – no papers lying around and make sure you are logged off!!!!!
· Must be at assigned seat

Expectation for Checking Out

* Show me your Student ID – I reserve the right to say no!!!

* Must take the class pass AND return it.  IF it is not returned you lose your pass privileges for the remainder of the quarter. 

I will follow Lincoln Northeast’s Attendance, Tardy, Prohibited Devices, and Stop Time Policies as well as all the guidelines in the handbooks.
Tardy Policy

* If you are late to class, make sure you have a pass! 

* You are considered tardy if you do not have a pass!

* Second Tardy – I will call home

* Three or more Tardies – Lunch Detention

* I give instructions right when the bell rings, so it is important that you are on time!

Attendance Policy

* To be successful in this class, you must be here on a regular basis! 

* 10 or more absences – No credit - must appeal for a grade.

Cell Phones/Chromebooks
* Chromebooks should be put away – you don’t need them for this course!

* Cell phones off and out of site WHILE MR. MERCER IS INSTRUCTING  

* MP3 players or other music devices off and out of site WHILE MR. MERCER IS INSTRUCTING 

* There will be times you may LISTEN TO MUSIC ON YOUR PHONE/MP3 PLAYER but Mr. Mercer will tell you when that is allowed.  
****If Mr. Mercer can HEAR your music, it’s too loud and you will be asked to turn it down or turn it off.

Mr. Mercer reserves the right to confiscate any device at his discretion on an individual basis.
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