C.H.E.S.S. Computer Information Systems   2012-2013
Teacher:  Mrs. Laurie Capen

13250 Catharpin Valley Dr

Gainesville, VA 20155

Email:  GeoCapen@aol.com
Cell:  703-606-0102

Text :  Microsoft Office Home and Student 2010 Step by Step   ISBN:  9780735627215.  The book will include directions to download practice files which will be used in class and for homework.  Students are required to have a laptop or netbook to be brought to class and for use at home.   Students will need internet access at home.
Class Description:  This is a college preparatory high school computer technology lab class.  This is NOT a programming class.  Colleges today expect students to be comfortable with integrating technology into traditional curriculum.  Students are also expected to learn how to work collaboratively to solve problems.  Students need to be able to make presentations using these software programs that are appealing, interesting as well as scholarly.  The course will cover Word, Excel, Power Point and OneNote.  Additional training will be on internet research and using common research sites and Google software.   The goal is to gain confidence in using common software programs for integration across the curriculum and particularly research projects in preparation for what is expected at the college level.  Class will consist of predominantly collaborative lab work learning how to work with existing practice files as well as how to conduct their own research.  Students will generate several small research projects of their own choosing to include possibly science, math, history and English.  Projects prepared in this class may be used for other courses at CHESS and elsewhere.
Prerequisite:  Basic computer skills required, including how to write and send an email, how to save and attach files, and how to surf the internet at home.

Class Materials:  Textbook, computer, binder or notebook and highlighter/pencil.  
Classes:  Classes will meet once a week for a semester.  There will only be a fall offering of this class.  Classes will consist of computer lab with excess time devoted to discussion or time to work on major projects.  Students will be placed into groups based on computer and software compatibility.  Practice file exercises may be done in groups but all large projects must be done individually.  Earbuds may be brought for individual listening when group work is completed.  Groups that work well together are clearly the most successful.  Those who do not want to work with others are generally slower than the groups.  Group work is highly encouraged.
Students are cautioned that internet use is not permitted at CHESS to include both laptops, netbooks and smart phones.  The teacher, however, will have internet access and can assist students whose work requires use of the internet in class.

Homework:    Homework will consist of using practice files to learn skills with the software and independent research projects utilizing the new skills.  Most students will be able to complete all assignments during the designated lab time, making the only homework the larger, individual projects.  
Tests:  There will be no tests in this course.  Projects will represent the testing of new skills.    Projects are purposely open ended to allow maximum student individuality and creativity.  Late projects will be marked down one letter grade for each CHESS class day they are late.  
Grading:  Grades will be assigned on a traditional scale of 100.  An ‘A’ is 90 or above, ‘B’ is 80-89, etc.  Projects are worth 80 percent of the grade, lab work/classwork is 20 percent.  Two term grades and one final grade will be issued.

College Letters of Recommendation:  Mrs. Capen will gladly write letters of recommendations for students who have at least a ‘B’ in the course.  

Communication:  Email is the preferred method of communication for parents and students.  Questions regarding subject material should be reserved for class time.  Parents may email me with questions or concerns regarding their student’s progress at any time.    Parents should email me with absences at least 24 hours in advance if known and no later than 24 hours after a class has met in case of illness or family emergency.  Students will be responsible for all missed work whether the absence is excused or unexcused.

Expectations of Students:  Come to class on time and prepared with homework and assigned reading.  Pre-reading the lesson will maximize what the student’s productivity.  Students are expected to take ownership and responsibility for their own learning and class will be conducted in a collegiate-style learning environment.

Expectations of Parents:  Please review student expectations…students at this level of high school are expected to take ownership and responsibility for their own learning in preparation for being on their own.  Mrs. Capen will notify parents of students who are not meeting the requirements early on before students fall behind.

I look forward to sharing this chapter of your educational journey and please do not hesitate to contact me with questions and or concerns.

