
Computer Applications 
Course Syllabus 2015-2016 

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, desktop publishing projects, and an introduction to Excel®. 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, grammar, and capitalization rules 
Format reports, letters, memos, tables, resume, and various desktop projects 
Apply formulas and basic functions to Excel spreadsheet worksheets 
 
Required Text: 
Century 21 Computer Applications and Keyboarding, 9th edition 
The textbook does NOT leave the room 
 
Grading Policy and Procedures: 
Grading will be based on total points at the end of each quarter. Your quarter grade will be 
determined from the following areas: technique, daily assignments, drills/warm up, quizzes, tests, 
and timed writings. 
 
Daily Required Materials: 

 Binder—1 ½”. You will also need to have 4 dividers for this binder. You must have this by Friday, 

August 28. This is worth points.  
 Pencil and/or pen 
 
Attendance: 

 You are expected to attend each class and to be on time. 

 Come to class prepared with the required materials daily. 

 Work is DUE as assigned. You are responsible for making sure the work has been submitted 
correctly and/or placed in the appropriate tray. You will lose 10% per DAY (NOT CLASS DAY) up 
to 50% for “late” work. 
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 If you are absent when an unannounced quiz is given, you will take this on the day you return. If 
you are absent on a planned quiz, you need to try to take it before the next class day or you will 
take it upon your return. 

 If you miss a test and have an excused absence, you have ONE CLASS DAY to make it up for 
EACH EXCUSED ABSENCE DAY. After this time, you will automatically lose 25%. You will need to 
schedule a time with me to make this up. 

 NO credit for any UNEXCUSED absence. 
 
Tardiness: 
Students are expected to be in their seat and working on the warm up/writing prompts when the 
bell rings. If you are not doing this, you are considered to be tardy. Class begins when the bell rings. 
In the event that a student is tardy to class because of another teacher, they must have a pass from 
the office or teacher excusing them from being late.  
 
Classroom Procedures/Rules: 
1. No food, including candy, allowed.  
2. Bottled water ONLY. Must have a lid. 
3. Planners: must be your planner, clearly identified, and have the hall passes fully intact.  
4. When you leave to use the restroom, go to your locker, etc., you will leave your cell phone with 

me. 
5. Ask for help with computer problems. Don’t try to fix them yourself. 
6. Handle the equipment carefully.  
7. Do NOT roll the chairs around the room. They may be adjusted one time at the beginning of the 

period. 
8. No writing on the tables, chairs, computers, etc. Also, keep your hands on your own equipment. 
9. The mouse is placed under the monitor at the end of the block. 
10. Put the book back in the book tray. 
11. Push in your chair at the end of the block. 
12. Clean up any trash/papers from your work area. 
13. Do not make any changes to programs that you are not specifically asked to make. 
14. Printing ONLY for this class is allowed. The default black and white printer is the hs117 B/W 

602.  
15. NO use of the Internet unless you have been given permission. You may have to access this to 

complete work for the class. 
16. NO checking of e-mail during school unless you have been given permission to do so in order to 

retrieve an assignment. 
17. All work needs to contain your name, computer workstation number, and assignment in a 

footer (preferably typed). Failure to do so will result in a reduction of 10%. 
18. Place all papers in the appropriate tray for your class on the counter. 
19. If you have extra class time at the end of class, you may practice your keyboarding skills, read a 

book, or work on other homework. 
 

Ways to Submit Work: 
The three ways to submit work for this class are as follows:  
1. E = Edmodo. You will upload work through Edmodo. If you are absent, the work missed will be 

stated here. 
2. P = Print. You will print work using the classroom printer and turn in. 
3. V = View. I will view your work via your computer monitor.



Timed Writing Scale: 
 

 1st Quarter 2nd Quarter 3rd Quarter 4th Quarter 

 1m/2e/5c 2m/4e/10c 3m/5e/15c 3m/4e/15c 

Points WAM WAM WAM WAM 

100 30+ 35+ 40+ 45+ 

98 29 34 39 44 

96 28 33 38 43 

94 27 32 37 42 

92 26 31 36 41 

90 25 30 35 40 

88 24 29 34 39 

86 23 28 33 38 

84 22 27 32 37 

82 21 26 31 36 

80 20 25 30 35 

78 19 24 29 34 

76 18 23 28 33 

74 17 22 27 32 

72 16 21 26 31 

70 15 20 25 30 

68 14 19 24 29 

66 13 18 23 28 

64 12 17 22 27 

62 11 16 21 26 

60 10 15 20 25 

 
 
**You can earn 20 EXTRA CREDIT points if you bring in a box of tissue per quarter.** 

 
 
 
 
 
 
With the following signatures, I verify that I have read and understand how Mrs. Vanderhoff’s class 
will be run and what is expected. 
 
___________________________________________    
Student Signature Date Parent Signature Date 
 
Contact Information: 
 
Parent/Guardian:     
 
Contact e-mail or phone number    

Cut on the dotted line and return the bottom portion to Mrs. Vanderhoff. 


