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Course Syllabus
	Instructor
	Mrs. Tamara Lasley
	Phone
	(276) 642-5303

	Office
	Business Department
	E-mail
	tamaram@wcs.k12.va.us


Description:

Information Technology (IT) Fundamentals introduces the essential technical and professional skills required for students to pursue programs leading to professional careers and IT certifications. Students will evaluate the impact of IT on other career clusters. The focus of the IT Fundamentals course is the introduction of skills related to information technology basics, Internet fundamentals, network systems, computer maintenance/upgrading/troubleshooting, computer applications, programming, graphics, Web page design, and interactive media. Students explore ethical issues related to computers and Internet technology and develop teamwork and communication skills that will enhance their employability.
Objective: 

· To introduce skills related to information technology basics, keyboarding technique, internet fundamentals, network systems, computer ethics, computer maintenance/ upgrading/ troubleshooting, computer applications, programming, graphics, and interactive media.   

· This curriculum also prepares students for all three components of the IC3Certification exam which are offered in class throughout the school year. 

Textbooks
· Keyboarding Applications, Thompson Learning

· Computer Literacy for IC3 series:  Computing Fundamentals, Living Online and Key Applications.  Authors Preston, Preston and Ferrett.  ISBN:0-13-501709-2
Materials For Course 
 1" thick binder
 Optional  . . .  But very useful … USB Storage Device (Jump or Flash Drive)
Evaluation:
Grades will be taken from the following:  daily assignments, quizzes, tests, and projects.  Students will be graded on the Washington County Grading Scale (see below).  Make-up work and tardy policies will be followed according to the JSBHS Student Handbook.
Grade Scale:

93-100 A

85-92 B

77-84 C

70-76 D

Below 70
F

Course units to be covered:

*Keyboarding and Word Processing Review (2 weeks)
*Using Productivity Software: (6 weeks)
· Taking a tour of Windows 
· Creating and deleting files
· Formatting text and performing common printing functions
· Using graphic tools
· Formatting paragraphs and documents
· Working with tables
· Using outline, track changes and language tools
· Working with text and numbers in a spreadsheet
· Using formulas functions and charts
· Creating and delivering presentations
· (This unit will include a PowerPoint project and one week will be given to complete it.)
*Computing Fundamentals: (6 weeks)

· Identifying types of computers

· Identifying computer hardware components and their functions

· Evaluating, purchasing, and maintaining computer equipment

· Identifying software and hardware interactions and types of software

· Identifying operating system functions

· Using Windows

*Living Online: (4 weeks)
· Identifying network fundamentals

· Identifying the relationships between computer networks, telephone networks, and the Internet
· Understanding e-mail

· How to use email

· Information sources on the internet

· Using a web browser and searching the internet

· Identifying how computers are used at work, school, and home

· Using computers and the internet safely, legally, ethically, and responsibly

	*IC3 Certification—International Certification Testing

IC³ Gives Students a Clear Advantage

The Internet and Computing Core Certification (IC³®) provides students and job-seekers with the foundation of knowledge they need to succeed in environments that require the use of computers and the Internet. The Global Standard 3 is an internationally recognized standard for digital literacy and reflects the most relevant skills needed in today's academic and business environments.
In an increasingly digital world, where virtually every field and function is impacted by computers, IC³ certification can help you refine your aptitude in the most important and valuable areas. What's more, IC³ helps teachers and instructors define their students' proficiency and marketable skills as they enter the workforce.

	The Benefits of IC³ Certification

· Validate your Internet and computing skills 

· Highlight your unique talents 

· Demonstrate your qualifications in emerging fields 

	It's a Difference Employers Can See Instantly

With IC³ Certification, you are instantly recognized as someone with the critical entry-level skills needed to effectively use the latest computer and Internet technology to achieve business objectives, expand productivity, improve profitability, and provide a competitive edge. You also get instant access to Certiport Authenticated Digital Transcript. This first-of-its-kind service let's you easily access your exam and certification status, and enables you to share this verified information with potential schools, employers, and staffing agencies.

The IC³ Certification comprises of three individual examinations:

· Computing Fundamentals 

· Key Applications 

· Living Online 

	Make IC³ Part of Your Vision for Success

Based on extensive research, IC³ reflects the foundational skills needed to excel in virtually all career fields and academic pursuits requiring computer proficiency.


**If you want to learn more, go to the following web site:
http://www.certiport.com/Portal/DesktopDefault.aspx?tabid=229&roleid=102
Classroom Policies:

1.  Food and/or drinks are not permitted in the computer lab.

2.  COMPUTER USE - The computers are not to have any games, music players, video players, etc. downloaded on them.  Please be aware that the central office tracks everything that is done on these computers.   Technology can track the classroom, the workstation, the date, and the time the misuse occurred.  Don't put yourself in the position of having administration come remove you from the classroom. 
3.  To take this course you MUST have an internet user agreement signed by both you and a parent/guardian on file in the library.  Inappropriate use of the internet or inappropriate use of the computer in general can result in loss of computer use privilege which can also lead to failure of the course.  

4.  TARDIES are not permitted.  If you are late to class, you will be marked tardy unless you have a written note from another teacher or the office staff. A referral will be made to the office after the 3rd unexcused tardy.
5.  MUSIC - There can be no music played during class, whether on the computers or your own personal music player.  Your instructor will let you know when music is appropriate when doing specific assignments.  You are not allowed to wear headsets of any description in class unless approved by the instructor.  
6.  MAKE-UP WORK -- minimal homework is assigned.  Therefore, it is imperative that you have GREAT attendance.  There will be daily classroom work assigned each and every day.  If you must miss school, you are responsible for scheduling time to make up your missed work.  Work not made up in three days results in a zero. Please do not ask to miss this class to make-up work for another class.
7.  BATHROOM BREAK - You have 5 minutes between classes:  Be sure to use the restroom during this time.   You may be excused to the restroom in an emergency situation. These emergencies shall not exist for the same student everyday without a doctor's note. 

8.  CELL PHONES - Are not permitted in class. If they ring or I see them, they will be given to administration. 
9.  Enjoy the class – We will have fun learning together in a “hands on” learning lab. 

10.  All I ask on a daily basis is for you to  . . .

Always strive to do your very BEST!!
“I've got a theory that if you give 100% all of the time, somehow things will work out in the end.”







--Larry Bird[image: image1.png]
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