Introduction to Desktop Publishing
Winnisquam Regional High School

Syllabus and Class Expectations

2008-2009

	Teacher:
	Mr. Scott Maltzie

	Room:
	215 (Computer Lab)

	Phone:
	286-4531 x215

	Email:
	smaltzie@wrsdsau59.org 

	Office Hours:
	7:00-7:30am and after school by appointment


Course Description: Through projects, students will learn the basic elements of desktop publishing, typeface, page layout and graphics will be developed in a hands-on context. This will allow the beginning student to master the introductory skills of page design and production, and the experienced student to explore more advanced topics and projects. Topics will include fonts, design, printing, Microsoft Windows, word processing, clip-art programs, photography, graphic design, layout design and copy writing.

Course Competencies:

1. Students will be able to accurately define and describe the benefits of desktop publishing.

2. Students will accurately describe the elements of art and principles of design found in origins of specific images and ideas

3. Students will describe the principles of typography

4. Students will be able to effectively utilize Adobe PageMaker® to create works of art that use the elements of art and principles of design to communicate and express ideas.\
Textbooks and Resources:

· None

· 1” – 1½“ binder for handouts, notes and returned work.

Grades: You do not receive grades, you earn them. Do not assume that the light-natured tone of the class or the laid-back teacher will be reflected in the exams or the grading standards.
Grading Scale:  Grades will follow the grading scale for Winnisquam Regional High School.

	Equivalent Letter Grades
	Numerical Grades
	Equivalent Letter Grades
	Numerical Grades
	Equivalent Letter Grades
	Numerical Grades

	A+
	100 – 98
	B-
	82 – 80
	D
	68 – 67

	A
	97 – 93
	C+
	79 – 78
	D-
	66 – 65

	A-
	92 – 90
	C
	77 – 73
	F+
	64 – 60

	B+
	89 – 88
	C-
	72 – 70
	F
	60 – 50

	B
	87 – 83
	D+
	69
	F-
	<50


Generally, a grade of incomplete will be offered infrequently and only for extraordinary circumstances. Students must complete an incomplete contract and students will have a limited time to get missing work in.

A
EXCELLENT WORK. All work complete and accurate. Student goes above and beyond what is required. Student demonstrates critical thinking and put appropriate time and effort into the assignment. Student can demonstrate that material has been learned at the 90%-100% level.

B
GOOD WORK. All work complete. Student demonstrates some critical thinking and put appropriate time and effort into the assignment. One error related to the objective(s) of the assignment. Student can demonstrate that material has been learned at the 80%-90% level.

C
AVERAGE WORK. All work mostly complete. Student put average time and effort into the assignment. Few errors related to the objective(s) of the assignment.  Student can demonstrate that material has been learned at the 70%-80% level.

D/F
POOR WORK. Work missing. Poor effort or many errors related to the objective(s) of the assignment. Student can demonstrate that material has been learned at the 65%-70% level (D).

0
NO WORK. Work not turned in. (See late assignments policy).

Class Expectations: NOTHING SHOULD STAND IN THE WAY OF YOUR EDUCATION.
I am significantly raising the bar this year. If we are to adequately prepare you for your future, we must do things differently. Insanity is doing the same thing over and over and expecting a different result! 

	Class Policies
	· No food or drink. These are NEW computers. Any food or drink found will be confiscated and thrown out.

· No other class work without permission. I will confiscate any work not related to THIS course and return it directly to your teacher.

· No use of cell phones in class. If I see them or hear, them I own them.

· No waiting at the door for the end of class…it’s just rude.

· Follow the Computer Acceptable Use Policy at all times. Failure to do so will result in loss of computer privileges and may result in your failure and removal from the course.
· Use of the class phone. Only during the last 5 minutes of class.

· No use of Mr. Maltzie’s computer without permission and ONLY for class-related items.
· Do not go into Mr. Maltzie’s desk. Everything you will need is located in the desk by the printers. Please return to where you found it!



	Class Procedures
	· Passes will only be issued to the restroom and to the Nurse.  No passes during the first 5 or last 5 minutes of class.
· Sign out when you leave and Sign in when you return. 
· Print only what is necessary. $1/each color page, $0.15/each b/w for work not related to school.

· Pick up what you print. Scrap paper goes in the scrap bin. 

· Save all your work. If it is not in your account, I am under NO obligation to count it for a grade.

· Your assignment will be on the board. Begin immediately.

· Clean up your computer area when class ends. This includes, books, papers, etc.

· Assignments are submitted into the class assignment box or graded from screen.

· All work must include your name, project title, and rubric. ALL INFORMATION MUST BE INCLUDED OR THE ASSIGNMENT WILL BE RETURNED TO YOU AND MARKED “LATE” (See late assignments section). 
· Handwritten assignments are not acceptable.


	Class Decorum
	· Help each other. There is only one of me so I need YOUR help to assist those in need. 
· Respect for everybody. See poster for definition of RESPECT. Don’t talk while others are addressing the class.

· The computer lab is a DRAMA-FREE zone. I am ALWAYS here to help you with whatever problems you may be experiencing, but refrain from gossiping and “venting” about other students, teachers and/or parents. 

· Professional and appropriate language is required.



Attendance: Since students will be using the computer daily and instruction is based on a hands-on approach, regular attendance is very important to prevent falling behind.
1. Attendance will be taken when the bell rings. Sign in if late…yes, even if it’s just a few seconds. Three late arrivals (without a pass indicating you are excused) will equal an absence.
2. Attendance is required in all classes.  It is the responsibility of each student to attend all of the scheduled class meetings in a given course.  A CREDIT has two requirements, both of which must be met: a passing grade and good attendance. Missing more than eight (8) classes will result in a referral to the Attendance Appeals Board.
3. 3 late arrivals = detention + absence
Deliverables:

Daily Productivity (20%)

· Attendance

· Behavior

· Work ethic

· Preparation

Assignments (50% (1st Quarter) 80% (2nd Quarter))
· There will be a variety of work assigned in-class following lectures.  These will include worksheets, vocabulary lessons, individual and group activities. 2nd Quarter will consist of a portfolio of student-developed projects.
Assessments (30%)

· Principles and Elements of Art

· PageMaker Vocabulary
· Typography

· Some student-developed assignments

· Collins Writing Assignment (Weekly during both quarters)

Extra Credit:  
· Designs for other class projects (with permission of the teacher)
Late Assignments and Make-up Policy:

Deadlines are an integral part of the business world. Therefore:

· Assignments not turned in on time are considered late. Late assignments will receive a penalty.

· If you are absent, and date was posted, it will be due on the day you return. Otherwise, work must be turned in within two days. Getting makeup work is the responsibility of the student.
	Submitted
	Penalty

	Within 24 hours
	Drop one letter grade (e.g., from A- to B-)

	Within one week
	Maximum grade of C (a pass grade)

	After one week
	No grade (but I will still give feedback on your work)


Computer work is done in the classroom.  If a student does not finish an assignment during class, passes may be issued at the teacher’s discretion for work to be done in the Computer Lab. Passes can be issued for anyone to work during their study hall and/or lunch period (Certain periods excepted).  Additionally, I am available during office hours and by appointment for student makeup work.

Class Schedule
	Week
	Topic(s)

	1
	Principles and Elements of Art

	2
	PageMaker Basics

	3
	Typography

	4
	PageMaker Skill Development

	5
	PageMaker Skill Development

	6
	PageMaker Skill Development

	7
	PageMaker Skill Development

	8
	PageMaker Skill Development

	9
	PageMaker Skill Development

	10
	PageMaker Portfolio

	11
	PageMaker Portfolio

	12
	PageMaker Portfolio

	13
	PageMaker Portfolio

	14
	PageMaker Portfolio

	15
	PageMaker Portfolio

	16
	PageMaker Portfolio

	17
	PageMaker Portfolio

	18
	PageMaker Portfolio


IEP/504 Compliance Statement: I am committed to, and concerned with, meeting the needs of students challenged by physical, emotional and/or learning disabilities. At the beginning of the course I am provided a binder with IEP and 504 accommodations. To ensure that all of your needs are met, I recommend that you meet with me privately so l can assist you with any accommodations. 

Academic Honesty Policy:  I require all students to adhere to high standards of integrity in their academic work.  Activities such as plagiarism and cheating are not condoned by the high school. Students involved in such activities are subject to serious disciplinary action.  Plagiarism is defined as the use, either by paraphrase or direct quotation, of the published or unpublished work of another without full and clear acknowledgement. Cheating includes the giving or receiving of unauthorized assistance on quizzes, examinations or written assignments from any source not approved by the instructor. 

Any work submitted in violation of the Academic Honesty Policy will result in a "0" for the work turned in (for one and/or all parties) and may result in the student being failed for the course and/or subject to further disciplinary action. (
Emergencies: In the event of an emergency, students will conduct themselves in an orderly manner and assist each other if necessary. During an evacuation, students will exit out the SAU entrance and stay together at the corner of the Middle School.

Note: The instructor reserves the rights to change this syllabus if such changes are necessary and deemed educationally appropriate. Students will be informed in writing and/or orally of all changes.
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