
Computer Applications 
Course Syllabus 2013-2014 

Grades 9-12 
2 semesters, 1 credit 

 
 
Instructor: Mrs. Vanderhoff 
 vanderc@huskers.k12.mo.us 
 660.584.3661 
 
Course Description: This course refreshes and improves student’s touch operation of keyboard characters, 

correct keystroking, and use of appropriate word processing software.  Students learn to 
proofread, compose, and make decisions within the document preparation 
process.  Specific topics include correspondence, reports, tables, and desktop publishing 
projects. This course is highly recommended for freshmen and serves as a prerequisite 
for other business classes. All work is completed during class, so little, if any, homework 
is assigned. 

 
Course Goals: Use and understand the features of the word processing software  
 Use correct technique at the computer including safety methods to avoid repetitive 

strain injury 
 Demonstrate keyboarding speed and accuracy on straight copy material 
 Proofread and correct errors 
 Apply punctuation, numeric, and capitalization rules 
 Format reports, letters, memos, tables, resume, and various desktop projects 
 
Grading: Grading will be based on total points at the end of each quarter.  Your quarter grade will 

be determined from the following areas: participation, classwork, quizzes, tests, and 
timed writings.  

 
Class Requirements: ~Be on time 
 ~Get to work quickly 
 ~Be organized—bring pencil or pen and binder with some paper every day 
 ~If you are absent, you need to find out what you missed 
 ~If you are absent when a test is scheduled, you have TWO CLASS DAYS to make it up to 

receive full credit.  You will be responsible for scheduling a time with me to do so. If a 
test is made up after the two class days, you will be penalized by losing 15%. 

 ~You can earn 20 EXTRA CREDIT points if you bring in a box of tissue per quarter 
 
Lab Procedures: These are printed on the back of the syllabus 
 
Classroom Rules: See separate sheet 
 
Classroom Procedures: See separate sheet 
 
 

With the following signatures, I verify that I have read and understand how Mrs. Vanderhoff’s class will be run, and 
what is expected of myself and/or my child. 

___________________________________________    
Student Signature Date Parent Signature Date 
 
Contact Information: 
 
Parent/Guardian:     
 
Contact e-mail or phone number    

Cut off and return to Mrs. Vanderhoff 

mailto:vanderc@huskers.k12.mo.us

