Plainfield High School
Microsoft Office II – 614
Course Syllabus
2016-2017

Credits:  
.5 credit




Teacher:
Mrs. LaRoche


E-mail: 
LaRocheC@plainfieldschools.org
Phone:  
(860)564-6422
Plainfield High School Mission Statement

The mission of Plainfield High School is to promote academic excellence and personal development.  In conjunction with rigorous instruction and high expectations, we will work collaboratively with families and the community for our students to develop skills necessary to succeed in college or career choice, challenging them to become lifelong learners and responsible, productive citizens.  

Business and Finance Department Academic Expectations (AE):
Students at Plainfield High School will:

· AE1: Read, write, listen and speak for effective communication.  
· AE2: Use technology and other sources to gather, analyze, interpret and synthesize information effectively.  
· AE3: Demonstrate problem-solving and critical thinking skills.  
Business and Finance Department Social Expectations (SE):
Students at Plainfield High School will:

· SE1: Demonstrate respect for themselves, others, diversity, and property.  
· SE3: Demonstrate honesty, integrity and personal responsibility.  
Course Overview:  
Microsoft Office II prepares students for the use of industry standard computer applications utilizing the functions and features of Microsoft Access, PowerPoint, and Outlook.  This course includes an integrated project utilizing Word, Excel, Access, PowerPoint and Outlook. COLLEGE CAREER PATHWAYS students receive QVCC college credit upon successful completion of Microsoft Office I & II.        

Prerequisite:  Students must successfully complete Microsoft Office I before taking this course.  

Course Objectives:

By the end of this class students will:

1. Practice and refine knowledge and skills in databases, presentation graphics, email and calendars, multimedia, and telecommunications in preparing classroom assignments and projects.

2. Select and use appropriate technology tools to efficiently collect, analyze and display data.

3. Use technology tools and resources for managing and communicating personal and professional information (e.g., finances, addresses, correspondence)

4. Select and apply technology tools for research, informational analysis, problem-solving, and decision-making in content learning.

Textbook:

Microsoft Office 365 and Office 2016: Introductory Edition, Freund, Hoisington, Last, Pratt, Sebok, and Vermaat.  Boston, MA:  Cengage Learning, 2017. ISBN: 978-1-305-87001-7
Required Materials:


Agenda and pen.  All textbooks remain in the classroom. Students will be utilizing an online site called Edmodo for this class which will help with organization, paper-saving, and instructions.  Students will be shown in class how to log in to this program and can access it at school and at home.  Parents also can log in to our online classroom, please talk to the teacher for details on how to take advantage of this.
Assignments:

· The class is structured for hands-on experience.  Practical exercises are completed daily when learning new features and hands-on lab assignments are used for reinforcement.

· Students who do not complete assignments during the class periods are responsible for making arrangements with the instructor.  

· ALL files must be saved in the student’s Microsoft Office folder.  

Attendance/Missed Assignments:  

· If a student is absent from class they are responsible for obtaining and making up all assignments upon return to class.  

· Arrangements are to be made with the instructor for study hall or after school arrangements in the lab.  
· When a student is absent 7 or more times from class in any semester, he/she will receive a 10-point reduction in grade.  

Homework Policy: 

Due to the nature of this course there is no regularly assigned homework.  
Grading:


Assignments
40 %

Tests/Unit Review
40 %

Edmodo Writing
15 %

Work Ethic
  5 %
Tardiness:

· A signed agenda is required for an excused tardy.

· Unexcused tardiness to class will result in a warning for the first time; thereafter, an after-school detention will be assigned.  

Classroom Decorum:

· Unsolicited talking will result in one warning; if talking persists, an after-school detention will be assigned.

· Disruptive behavior or destruction of equipment will result in removal from class.  

· Disciplinary action will result from viewing, downloading, typing inappropriate material, or accessing the Internet without the instructor’s permission.  Refer to the student handbook for additional information.    
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