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Info Technology Applications
Course Syllabus

Instructor: Mr. Jon Stanton
E-mail: Jon.Stanton@ops.org
Plan Periods: A5 and B8
Classroom Room 306
Office: Engineering Lab 136

Course Description Students will explore emerging technologies as it applies to their success for high school, college, and career. The focus will be on the importance of digital citizenship, professional communication practices, advanced document processing, professional presentations, and intermediate spreadsheet and database applications used personally and professionally
Instructional Philosophy I strive to generate the most student-centered classroom through hands-on activities, exercise relevant topics. I remember in my Masters classes one of my professors said “The real development of learning shows that students learn by doing”. Therefore, most of class time will consist of practice activities and groupwork.
Content Standards
Information Technology
Model positive digital citizenship by applying industry accepted ethical practices and behaviors.
Use document processing applications to prepare business communications.
Expand and validate valuable career communication skills and practices.
Coordinate and manipulate data using excel spreadsheet applications.
Learn database management concepts, evaluate, and organize information.
Explain developing trends in Information Technology Apps. 




Units/Topics Covered:
	The Internet
	Learn how the multi-layered systems of the Internet function as you collaboratively solve problems and puzzles about encoding and transmitting data, both with hands on activities and using App Inventor, Scratch and Code.org’s Internet Simulator

	Digital Information
	Use a variety of digital tools to look at, generate, clean, and manipulate data to explore the relationship between information and data. Create and use visualizations to identify patterns and trends

	Learning Internet Apps on Office365
	Use a variety of digital tools to look at, generate, clean, and manipulate data to communicate using these platforms and explore the relationship between information and data.

	Algorithms and Programming
	Learn basic principles of algorithms of program design that are applicable to any programming language

	Big Data and Privacy
	Research current events around complex questions related to public policy, law, ethics, and societal impacts.  Learn the basics of how and why modern encryption works

	Building Apps
	Continue learning introduction in programing.  By using several available apps: Scratch, Code.org App Lab environment to create a series of applications that live on the web.  Each app highlights a core concept of programming

	Performance Tasks
	Explore and Perform Tasks that display student understanding of the course.  The Explore Task is a research-based project and the Create Task is a calculator programming project.



MS Outlook – Topics Covered: 
Creating an email sending
Creating a professional presentation
Working with Text 
Working with Lines, Fills, and Colors
Manipulating Objects
Adding attachments
MS Word – Topics Covered:
Creating and Editing a Word Document
Selecting and Editing Text
Formatting Characters
Formatting Paragraphs
Writing Tools
Bullets and Symbols
Tabs
Moving and Copying Text
Headers and Footers
Tables
Columns
Sorting
Resume
Letterhead
Cover letter
Writing Tools
Envelopes and Mailing Labels
Smart Tags
Moving and Copying Text 


Excel – Topics Covered:
Creating a Worksheet
Entering Labels and Values
Enhancing a Simple Worksheet
Designing and Printing a Worksheet 
Changing Fonts, Patterns, Colors and Functions

PowerPoint – Topics Covered: 
Creating a Presentation
Automatically
Creating a Blank Presentation
Using Outline View
Working with Text
Working with PowerPoint Objects 
Working with Lines, Fills, and Colors
Manipulating PowerPoint Objects
Creating a Graph
Adding an Organizational Chart
Creating Slide Show Effects

Course Expectations (examples below) 
The most important goal of the course is to continue to develop students to explore their technology skills relating to document process, MS Word, Excel, PowerPoint, Outlook, etc.
Class Rules and Expectations
Students should be in their assigned seat when the bell rings
Students will come to class prepared to learn with materials needed for class
Students will attend class every day for the entirety of the lesson

Assessment
Course grades will be determined by planned assessments such as tests, quizzes, and projects scored with rubrics.  Major tests and/or writing projects are to be expected at the end of each major unit outlined above. 
OPS Secondary Grading Practices* 
All coursework and assessments are judged based on the level of student learning from “below basic” to “advanced.” This course will provide multiple opportunities to achieve at the “proficient” to “advanced” levels. Students are evaluated based on a proficiency scale or project rubric. Proficiency scales for this course are available upon request (teacher will identify location such as portal, teacher website, attached, etc.) There are three types of coursework*
1. Practice – assignments are brief and done at the beginning of learning to gain initial content.  Practice assignments are not generally graded for accuracy (descriptive feedback will be provided in class) and are not a part of the grade. Teachers may keep track of practice work to check for completion and students could also track their practice work. Practice work is at the student’s instructional level and may only include Basic (2) level questions.
2. Formative (35% of the final grade) – assessments/assignments occur during learning to inform and improve instruction. They are minor assignments (e.g., a three-paragraph essay, written responses to guiding questions over an assigned reading, completion of a comparison contrast matrix). Formative assignments are graded for accuracy and descriptive feedback is provided. Formative work may be at the student’s instructional level or at the level of the content standard. Formative assessments/assignments will have all levels of learning – Basic (2), Proficient (3), and Advanced (4), which means that for every formative assessment/assignment, students will be able to earn an Advanced (4). Teachers will require students to redo work that is not of high quality to ensure rigor and high expectations. The students score on a formative assessment that was redone will be their final score.
3. Summative (65% of the final grade) – assessments/assignments are major end of learning unit tests or projects used to determine mastery of content or skill (e.g., a research paper, an oral report with a power point, major unit test, and science fair project). Summative assignments are graded for accuracy. Summative assignments assess the student’s progress on grade level standards and may not be written at the student’s instructional level. Summative assessments/assignments will have all levels of learning – Basic (2), Proficient (3), and Advanced (4), which means that for every formative assessment/assignment students, will be able to earn an advanced (4). 4 To maintain alignment of coursework to content standards, which is a key best practice for standards-based grading, teachers will utilize a standardized naming convention for each of the standards within a course. The content standard will be marked on each assignment will be entered into Infinite Campus (District Grading Program) using all capital letters followed by a colon. After the colon will be the title of the coursework.
At the end of the grading period, scores are converted to a letter grade using this grading scale. 
A = 3.26 – 4.00 
B = 2.51 – 3.25 
C = 1.73 – 2.50 
D =1.01 – 1.75 
F = 0.00 – 1.00
Redoing/Revising Student Coursework*
1. Students are responsible for completing all coursework and assessments as assigned. 
2. Students will be allowed redo’s and revisions of coursework for full credit as long as they are turned in during that unit of study while a student still has an opportunity to benefit from the learning. When time permits, revising of summative assessments. 
3. Students are expected to complete assessments when given to the class, or if a student was justifiably absent, at a time designated by the teacher. 
4. Redoing, retaking or revising will be done at teacher discretion in consultation with the student and parent(s). Teachers may schedule students before, during, or after school to address needed areas of improvement if not convenient during class. The time and location for redoing, retaking or revising will be done at the teacher’s discretion in consultation with the student and parent(s).
 5. Scores for student work after retaking, revising or redoing will not be averaged with the first attempt at coursework but will replace the original score. 
*Indicates standardized language
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