
Andover Middle School 
Computer Apps 
Course Syllabus 

 
 

 
Instructor Name: Mr. Boughton 
Class Location: Room 503 
Phone: 218-4610  
E-Mail: boughtok@usd385.org 
Teacher Page: https://ams.usd385.org/145122_3 
 
COURSE INFORMATION 
 
Prerequisite: Keyboarding.  
 
Course Objectives:  
 

1. Identify and demonstrate the components of Windows 10. 
2. Learn how to manage files and folders using Windows 10. 
3. Create and manipulate word processing documents using Word 2016. 
4. Design and create electronic spreadsheets using Excel 2016. 
5. Utilize an emailing and calendaring program. 
6. Learn how to effectively use resources on the Internet to search for available jobs in an 

ever changing job market. 
7. Develop Century 21 Office Skills essential to success in the marketplace. 

 
Required Materials and Supplies: Occasional pen/pencil for worksheets and tests/quizzes.  
 

Method of Evaluation 
 

Test 50% 
Daily Work 30% 
Work Ethic 5% 
Final Exam 15% 

 
 

Grading Scale 
 

A 100 – 90% 
B 89 – 80% 
C 79 – 70% 
D 69 – 60% 
F 59 –  0% 

 

Daily Work: Resources will be from our textbook, Internet, SAM software and handouts. 
 
Late Work: I will accept papers one day late with a 20% late fee. Credit will be given for late 
papers worked on during class when you are caught up with the current assignment. You 
can only turn in 2 late papers in a row. 
 
AMS Policies: 
  
Make-Up Work with Excused Absences: It is the student’s responsibility to obtain make-up 
assignments from teachers following an excused or unexcused absence. In general, two days are 
given to complete daily work missed for each day of excused absence.  



 
Unexcused Absences: Students who have an unexcused absence will lose credit for all work 
missed during that class period.  
 
Academic Dishonesty: Cheating includes copying another student’s work and submitting it as 
one’s own. In order to receive credit on a computer assignment, your directory must exactly 
match what you turn in for a grade. If you submit work identical to another student’s work in their 
directory, both students will receive Ø points for that particular assignment. Any communication 
whatsoever with another student during the testing period will be considered as cheating and will 
result in a 0 grade for both students. Your directory is safeguarded with a password. You are 
responsible to keep your password safeguarded. If you believe your directory has been 
compromised, or another student has your password, please let me know and I will help you reset 
it. 
 
All policies and guidelines from the Andover Middle School Student Handbook will be 
followed. 
 
INSTRUCTOR POLICIES: 
 
Tardy: You should be in your seat, ready to go when the bell rings. The carpet at the doorway is 
not to be considered a “finish line”. You will receive a conduct point for each tardy. 
 
Only water is allowed if it is in a clear secure container so in the case that the container is 
knocked over it will not spill. Water containers will be kept in the desk-chair area only. 
 
Food is strictly prohibited in the computer lab. Please leave your workstation the same way 
you found it; take all homework papers with you, push in your chair. Be sure you are logged 
completely out of your computer before you leave.  
 
Homework: Assignments need to be turned in to the homework tray on the counter. It is your 
responsibility to get your homework IN to your class period’s homework tray. Any work left lying 
on a table; desk or printers at the end of the day will not be graded and will be thrown in the 
trash.  
 
Any work not completed during the allowed class time may be completed after school. If you 
need to make up work, I provide time after school only. You must arrange time one day in 
advance, and you may work from 3:00 to 4:00 pm. You will be allowed to stay no later than 4:00 
pm. 
 
Work Ethic: Each school day is worth 5 points. In order to earn your Work Ethic points you 
simply need to, be on time, work during class, and if you are absent, it needs to be excused and 
makeup work complete and turned in on time. 
 
If you return the last page of this syllabus by January 18, you will receive 10 easy 
homework points. I will still need you to return the signed portion of your syllabus after this 
date; however, it won’t be worth any points. I am hoping this incentive will help you to turn this 
back in by the due date so we won’t need to worry about it. 
 
I’m glad you are here!  I look forward to teaching you new concepts that you will be able to apply 
throughout both your academic journey and in the workplace. 



 
Andover Middle School Computer Applications 
 
**I just want to make sure you realize that this class is the same class taught at AHS for credit. 8th 
graders who pass this class will get a “P” on their transcript and will not have to take the same 
course at the high school. 7th graders will need to take the test out and pass with an 80% score 
during the spring of the 8th grade year in order to get credit at the high school. You will be 
notified by the school when the test out is available. 
 
 
 
I have read and understand the “Computer Applications” course syllabus.  
 
 
____________________________________ _________________________________ 
Print student name    Print parent name 
 
 
 
 
 
____________________________________ _________________________________ 
Student signature     Parent signature 


