Dear Parents,

It is a pleasure to be teaching your student this year. We will be actively learning about technology and their future. In Microsoft Office I, we will introduce the Office Suite of programs, which include Word, Excel, Access, and PowerPoint. We will also introduce the integration power of this suite as well as learning about the Internet and some safety issues faced in a technological world. Our objectives will be taken from the MOUS (Microsoft Office User Specialist) Core certifications. 

Since we will be moving through a lot of information, it is imperative that your student be present every day. According to state law, a student is only allowed to miss 5 days of a semester course in order to receive credit.  If a student is absent, they will have a week to make up the work missed. I can arrange to be available before or after school to help them with the lessons they missed. 

On occasion, if you need to reach me regarding your student’s performance or to ask me anything, you can reach me via the school’s phone number, 894-2100. You will be transferred to my voice mail and I will return your call as soon as possible. My planning period is first block, from 8:00-9:30, and that is the best time to reach me. You may also reach me via email, mboehler@lexington1.net, which I check frequently. If you would like to discuss your student’s performance in detail, or view their work, a conference can be arranged. 

Because our students will not be issued textbooks, it is important for them to pay attention and listen to details. We will have classroom sets of books available for reference, and they can also use other books on my shelf for reference. We will maintain a network journal file that they will write in daily. Please also keep in mind that we are in a new school, and we need to respect the equipment and furniture during class.

My discipline plan (which I hope never to have to use ( ) is as follows:




First Offense 
Verbal Warning




Second Offense
Conference with Student/Parent Call




Third Offense
10 minute Break Detention




Fourth Offense
1 Hour After School Detention




Fifth Offense
Conference with Teacher, Student,








Administrator, and Parent




Sixth Offense
Major Referral—Sent to office

**Teacher reserves the right to modify discipline based on infraction.

Grading Plans:

Daily Work 

50%

Network Journal
20%

Tests/Projects
30%

Total

         100%




Testing Schedule: We will produce an original project at the conclusion of each program section. Time will be provided during class to work on it.

Homework: Although there will be little homework assigned, it is important that the student pays attention in class to be able to maintain their skills.

Microsoft Office One Outline:**Subject to change

	8-Aug
	3 blocks
	Introduction, start keyboarding Review

	
	
	

	13-Aug
	3 blocks
	Basic Concepts: terminology, steps in purchasing comp, 

	
	
	identification of pivacy/fraud/criminal uses of computers

	
	
	

	16-Aug
	1 block 
	Software demonstrations and terminology

	
	
	

	19-Aug
	18 blocks
	Word: letters, memos, tables, reports, editing, formatting, graphics, justification

	
	
	

	16-Sep
	13 blocks
	PowerPoint:  intro, design, internet research, create and give presentation

	
	
	

	8-Oct
	14 blocks
	Access: Basic terminology, create, update, sort, query, 

	
	
	edit, print, reports, labels, create database

	
	
	

	28-Oct
	5 blocks 
	Word Review/Extension

	
	
	

	4-Nov
	16 blocks
	Excel

	
	
	

	2-Dec
	10 blocks
	Integration/Internet Activities

	
	
	

	16-Dec
	2 blocks
	Comp Review for Exam


Parent Signature


Date


Student Signature

  Date

****SCHOOL INTERNET POLICY WILL BE FOLLOWED IN THIS CLASS.

