
Parma High School 
Computer Applications I 

Course Outline 
Instructor:  Stephanie Windle 
Phone:  (208)779-4069 
Email: swindle@parmaschools.org 
 
Course Description 
 This course is designed as an in-depth coverage of principles and 
terminologies associated with data “information” processing, operating 
systems, word processing, spread sheet, data base, PowerPoint, and 
desktop publishing software. Second semester the use of graphic programs 
will be covered. The course includes integration of text and graphics 
following acceptable layout and design principles using desktop software 
and/or desktop features of word processing software. Student generated graphics as well as template 
graphics will be used to create documents for personal use and business related tasks. Speed, accuracy 
and proofreading are emphasized. 
 
Resources 
MS Office 2019 Introductory & Intermediate 
by Shelly Cashman Series 
Cengage App: 
https://sam.cengage.com/App/login?ReturnUrl
=%2f 
 

Grading Scales: 
A: 90-100% 
B: 80-89.9% 
C: 70-79.9% 
D: 60-69.9% 
F: Below 60

Guidelines for Success 
1. Be on time. 
2. Come to class prepared. 
3. Respect others, school/classroom (equipment, etc.), & self. No inappropriate language or behavior 

will be tolerated.  Cell phones should be turned off and put in the VAULT during class. 
4. No food, drinks, backpacks, or gum in the computer lab. 

 
Cell Phone Policy- The V.A.U.L.T (Valuing Academics, Utilizing Limited Time): 
 Prior to the tardy bell, cell phones will be placed in the V.A.U.L.T 
 A deviation from the V.A.U.L.T. procedures will result in the confiscation of the phone and the 

following: 
o First offense:  Device will be taken away.  The student’s name will be recorded and the 

device may be picked up after school by the student. 
o Second offense:  Device will be taken away.  The student’s name will be recorded and 

the parent is required to pick it up, or authorize its return to the student. 
o Third offense:  Cell phone will be taken away.  The student will be suspended for a 

minimum of one day, and the phone will be returned to the parent. 

 
 
 
 
 



Attendance: 
 

“Tardy” is when a student is not in the room when the bell stops ringing.  Tardies begin when the 
bell finishes and continue for the first l0 minutes.  From that point on a student is considered absent 
or truant.  The tardy count will start at zero each semester. 
Consequences for tardies: 
3 Tardies in a single class = 1 before/after school detention arranged with Mrs. Jensen 
6 Tardies in a single class = 1 class absence; 3 before/after school detentions; students may lose the 
privilege of leaving campus during the day; parents will be notified. 
9 Tardies in a single class = 1 day of ISS; students may lose the privilege of leaving campus during the 
day; parents will be notified. 
12 Tardies in a single class = 2 class absences; 1 day of ISS; students may lose the privilege of leaving 
campus during the day; parents will be notified (Parma School District Handbook, 2020). 
 
“Absent” is when a student is not physically in attendance in class in which he or she is enrolled.  
Some absences may occur that will not be counted as absences adhering to the 90% attendance 
policy.  Those absences will be limited to the following:  student participation in sponsored activities, 
medical/dental attendance, major illness as verified by a physician, and bereavement for a member 
of the immediate household (Parma School District Handbook, 2020). 

Note:  Excused absences will be allowed two days to make-up work that they missed.  It is the 
student's responsibility to ask about the homework or assignments that they missed.  Late 
work is NOT accepted!!! 

CHEATING/PLAGIARISM 
“Integrity is not a conditional word.  It doesn't blow in the wind or change with the weather.  It is your inner 
image of yourself, and if you look in there and see a man [or woman] who won't cheat, then you know he [or 
she] never will.”—John D. MacDonald.  At PHS we stress integrity and, therefore, cheating of any kind is 
prohibited.  Some examples of cheating include copying another student’s work, allowing someone to copy 
your work, using secret notes, taking pictures of tests, sharing completed test electronically, and plagiarism.   
Consequences for cheating: 

First Offense--a student caught cheating on course assignments or exams at P.H.S will lose credit for that 
assignment or exam; parents will be notified, and a conference may be held. 
Second Offense--a student caught cheating a second time may be given a three day out-of-school 
suspension and removal from the course with a “Fail” grade (Parma School District Handbook, 2020). 
 

My signature indicates that I have read through the information on both sides of this handout and I 
fully understand the classroom guidelines and procedures for Computer Applications I for the 2020-
2021 school year. 

 
 
Student Name                                  
 
    (Please Print) 
 
Signature                                                                                                               Date: 
 
 
 
Student UserName/Login  
 
 
 
Student Password


