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  Course Description 
Students will use formulas to determine measurable attributes of geometric models 
(perimeters, circumference, area, and volume), interpret data, and develop skills in word 
processing, spreadsheet, databases, and presentations.  This material will be constructed 
by using Microsoft: Word, Excel, Access, Publisher, and PowerPoint.  Students will 
create basic business communication documents, create formulas, generate charts and 
graphics from their spreadsheet data, prepare reports based on searches of their databases, 
create slide show, and complete a basic unit on programming.  Students will also be 
introduced to the basic Internet use.  Students will receive instruction and hands-on 
experiences to create, edit, and maintain a web page using technology presently available.  
Students will create/edit text graphs, and backgrounds to gain knowledge and skill in 
building web page.  This course provides a fundamental working knowledge of the varied 
aspects of business and prepares students for future studies in more specialized topics 
within the subject area. Students will increase their awareness of the overall environment 
and function of business as well as observe its contributions to society.  

Course or PASS Objectives 
1. Students demonstrate a comprehensive understanding of the interactivity and 
operation of technology systems. 
2. Students understand and apply the social, legal, and ethical issues related to 
technology use in personal and professional endeavors. 
3. Students use technology as a tool to increase productivity in completing 
projects, publications and other creative works. 
4. Students use word processing software through a variety of input 
technologies to create, edit and publish industry appropriate documents. 
5. Students use spreadsheet software to create, edit, and publish industry 
appropriate files. 
6. Students use database software to create, edit, and publish industry 
appropriate files. 
7. Students use presentation software to create, edit, and publish industry 
appropriate files. 
8. Students integrate software suite products and files to complete business, 
industry, and professional tasks, 
9. Students use telecommunications to collaborate, publish, and interact with 
peers, teachers, experts, and other audiences. 
10. Students use technology to access, review, evaluate, and select information 
from multiple resources for reporting purposes. 
11. Students use technology to develop strategies for solving problems. 
12. Students use technology to take developmentally appropriate tests utilizing 
audio and/or visual feedback when necessary. 
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MHS Grading Scale 

Total Points Letter Grade Percentage Grade Point
930-1000 A 94-100% 4.0 
900-929 A- 90-93% 3.7 
870-899 B+ 87-89% 3.3 
830-869 B 83-86% 3.0 
800-829 B- 80-82% 2.7 
770-799 C+ 77-79% 2.3 
730-769 C 73-76% 2.0 
700-729 C- 70-72% 1.7 
670-699 D+ 67-69% 1.3 
630-669 D 63-66% 1.0 
600-629 D- 60-62% 0.7 
000-599 F 0-59% 0.0 

  Reading Material and Supplies 
The text book for this course is “Learning Microsoft Office”.  Supplemental material 
used with the above text is “Word it!” “Excel it!” “Access It!” “Publish it!” “Present it!”   

Course Outline 
Below is an outline of the content and activities in each unit of the course.  
 
Unit 1: Microtype Keyboarding  
              Introduce Computer Components    
              Proper Keyboarding etiquette     
              Learn Keyboard    
              Keyboarding Quizzes    
Unit 2: Microsoft Word  
              Getting Started    
              Basic Editing Skills    
              Formatting Basics 
              Creating Documents 
  Business Letters 
  Reports 
  Memos  
              Creating Tables, Charts, & Graphs    
Unit 3: Microsoft Excel 
              Getting Started    
              Working with Formulas/Formatting in Spreadsheets    
              Working with Functions, Formulas, & Charts in Spreadsheets   
              Printing, Formatting, & Editing in Spreadsheets  
              Chart Techniques, Internet/Integration with Spreadsheets 
Unit 4: Microsoft Access 
              Getting Started    
              Working with Tables and Datasheets    
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              Simplifying Data Entry with Lookups and Forms    
              Finding Information in a Database   
              Display Information 
Unit 5: Microsoft Publisher  
              Getting Started     
              Publisher Basics    
              Work with Text    
Unit 6: Microsoft PowerPoint  
  Getting Started 
  PowerPoint Basics 
  Work with Text and Graphic Elements 
Semester 2 FINAL: 
Semester 2 Final will consist of a PowerPoint Presentation.  Every student will be 
required to design the PowerPoint.  Only the students that are EXEMPTING from the 
final may not present their project.  In order for a student to be exempt from a final; they 
must have 3 or less absences in that semester excluding School Related absences ONLY.  
Each student must choose a topic in turn MUST be approved by the teacher. Each student 
will be given class time to compile information and complete the project.    
 

  Muskogee High School Policies 
 

Instructor’s Grading Criteria/Timetable:   
 
Course material will be graded within one week of their due date and/or at the teacher’s 
discretion.  A minimum of 2 grades per week will be placed in the grade book.  Students 
will be graded fairly upon the effort and material learned in the course.  A student that 
misses class due to an absence, other than truancy, may have until the end of the unit to 
complete all late assignments.  For instance, a student gets sick & misses 4 days of 
school.  In class, we are working on Excel.  The student will have until the conclusion of 
Excel to make that work up.  If the student does not make the work up in the given time, 
the class then moves to the next unit (Access), that student will not be allowed to make 
those assignments up.    
 

Course Policies:  
 
Extenuating Circumstances:  If you have extenuating circumstances that prevent you 
from completing projects, quizzes or participating in the class, please contact the 
instructor to make alternative arrangements.  The possibility of alternative arrangements 
is at the discretion of the instructor.  Active communication is the key to overcoming any 
hurdles you may encounter during the term.  If you are unable to contact your instructor, 
contact your academic counselor. 
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Muskogee High School Policies 

Extra Credit Policy  
Extra credit may be offered at MHS but not to exceed 100 points average, Extra Credit 
points in excess of 100.00 may be banked for use later in the semester.  Extra Credit 
assignments are solely at the teacher’s discretion.   
 

Attendance/Tardiness Policy 
SCHOOL ATTENDANCE REQUIREMENT 
The Department of Public Safety shall deny a driver license to any person under (18 
years of age) who is NOT: 
1. Enrolled in a public or private secondary school (with satisfactory attendance) (NO 
Unexcused absences). 
2. Making satisfactory progress in a program leading to a Diploma or a Certificate of 
High School Equivalency. 
3.  Students suspended 10 or more days. 
To reinstate a driver license a student must: 

a. be in attendance, equal to the time absent from school, and  
b. Be making satisfactory progress in their course work for one semester. 

Should a student's driver license be revoked, it will result in the loss of parking/driving 
privileges at Muskogee High School until they are restored by administrative guidelines. 
 
Expectations/Notifications 
In the Muskogee School District, regular attendance is important to ensure that students 
have the opportunity to maximize their learning experiences as well as to learn positive 
behavior patterns for future life.  Students are expected to be in classes on time each day 
of the school year.  When students miss school, parents are responsible for notifying 
the school's attendance office regarding the reason for the absence.  This notification 
may be communicated by phone or written note dated and signed by the parent/guardian.  
If notification is not made the day of the absence, it should be received by the school 
before the end of the school day immediately following the absence, or the absence(s) 
will be considered a truancy. 
 
Students who have a cumulative grade of “C” or better and three or less semester 
absences will have the option to be exempt from the semester exam.  School related 
absences will not count against exemption.  All other absences including Doctor/Legal 
will count against exemptions.  Students will be required to attend school during 
scheduled semester exams.  An attendance reward program is currently being researched. 
 
The school will notify parents in writing upon the third (3rd) and eighth (8th) absence of 
the semester or term.  A conference with the building administrator may be necessary to 
discuss the nature of any absence as well as the possible consequences to the student's 
grade.  Parents (or students 18 years of age and over) initiate a conference through the 
school's administrative offices and such conference must be requested within three (3) 
school days of notification of the absences in question.  Parents are encouraged to meet 
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with school officials regarding the attendance records of their student at any time during 
the school year. 
 
Definitions 
1.  Absences at the secondary level are defined as being more than 5 minutes late to an assigned area          

or not being present for an assigned class/activity.   
Absences are documented on appropriate school records, and accumulate toward 
the maximum allowable by the district. 
The absence limit per semester (18 weeks) for students in grades 9 through 12 is 
nine (9) days per semester. The teacher will notify parents, and the teacher will 
refer the student to the counselor in writing upon the fifth (5th) absence. If a student 
should miss ten (10) days during the semester, another letter will be sent to the 
student's parent/guardian and to the counselor to alert the family and counselor that 
the student's absence count for the semester is beyond the nine (9) day limit. 
Counselors and/or administrators will visit with the student and/or parent/guardian 
to determine if the school can be of assistance in any way.  
In accordance with this policy, a student in grades 9–12 with more than nine (9) 
absences for the semester will receive a grade of “F” at the time of the tenth (10) 
absences.  Exceptions are obviously made when a hospital confinement or being 
under the care of a physician exceeds nine (9) days.  Any unacceptable absence is 
truancy. 

2. School related activities within the school day are defined as not being present in assigned classes 
due to participation in school sponsored events (i.e., Music, Speech, Drama, Athletics, Field Trips, 
etc.) and documented on appropriate school records.  Students who are participating in school related 
activities are not considered absent. 

3. The principal may waive an absence upon the receipt of verified medical /legal documentation 
pertaining to the specific absence.  Documentation of this nature should be received by the site 
attendance office within three (3) consecutive school days after returning from an absence.  
Questions pertaining to medical/legal documentation may be initiated by the site principal to the 
Administrative Assistant for Secondary at the B.E.S.T. Center. 

 
Truancy  
1. Definition- includes but is not limited to the following actions: 
2. Not being present for all or any part of a school day without previous knowledge or 

consent of a parent   or guardian. 
3. Leaving the campus during any part of the school day without receiving written 

permission from the administrative/designee in advance of the departure time. 
4. Failing to return or remain in a designated area (i.e,,classroom,  

counselors/administrator's office, library, gymnasium, etc..)  
5. Failing to attend assigned classes or school-sponsored activities whether or not the 

offending student is on the school campus. 
Consequences - Students who are truant face the following consequences in addition to 
those outlined above: 
1. All truancies will result in parent contact and disciplinary consequences. 
2. Notification of the Department of Public Safety to deny driver license. 
3. Out-of-school suspension may be used if the student refuses to comply with disciplinary 

consequences, refuses to attend specific classes, or fails to change his/her behavior. 
4. The school has the responsibility to refer chronic attendance problems to the District Attorney, the 

district truant officer, as well as other appropriate juvenile authorities.  The site principal or the 
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district truant officer will file with the District Attorney's Office whenever a student is truant for four 
(4) or more days or parts of days within a four-week period or is absent without medical/legal 
documentation for ten (10) or more days or parts of days within a semester or term. 

 
Tardies/*Unexcused Tardies (*Unexcused Tardies apply to MHS ONLY) 
A. Definition 
A student not within his/her assigned area when the tardy bell begins to ring is considered 
tardy (T). A secondary student more than five (5) minutes tardy to class, but less than 25 
minutes tardy, and without the proper clearance will have an unexcused tardy (UT). 
Students who are chronically tardy will be referred to the administrator by the classroom 
teacher and to the counselor.  Teachers should wait until the end of each class to record 
attendance. 
B. Consequences 
Tardies to a classroom shall be dealt with by the classroom teachers, in the following 
manner: 
Tardy #1 & #2 

• Teacher-parent contact, Teacher Detention, other appropriate action by the teacher. 
Tardy #3 and Subsequent Tardies  

• Three tardies (T) and/or *unexcused tardies (*UT) will equal an absence per policy. 
• Tardies will be considered on a per-classroom quarter/semester basis. 
• The sixth and subsequent tardies will result in assignment to after-school placement 

program. 
 
MHS Administration will treat *unexcused tardies (*UT) in the following way: 

1. An unexcused tardy (UT) will result in a one (1) day placement in ISP. 
2. The discipline code is ISU. 
3. Truancies, which include odd-period, will still receive the mandatory two (2) 

days in ISP. 
 

District Wide Attendance Procedures 
 

Site personnel will follow procedures developed by the superintendent/designee 
for: 
1. Checking and monitoring student attendance records 
2. Coding on a daily basis all student absences, by period, using the district     

reason codes. 
3. Sending the approved District Absence Notification Letter as outlined in 

this policy. 
 

 

ATTENDANCE CONTRACT 
 

Those students who have more than nine (9) absences but no more than fifteen 
(15) days in 7/8th Grade Center or Muskogee High School may be placed on an 
Attendance Contract at the request of the student or the parent/guardian.  This 
Contact allows the student the opportunity to pass the current 
semester/semester.  The idea of the Attendance Contract is to encourage a 
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student to maintain his/her grades as well as follow school rules.  Students 
placed on the Contract must meet specific conditions to pass their courses.  
Parents or students should schedule a conference with the building principal to 
initiate this option. 
 

 

Late Work Policy 
1. Students may request, complete, and receive credit for make-up work for any 

absence during any school day or partial school day, with the exception of 
absence due to TRUANCY.   

2. Make-up work will be granted for absences upon the student’s/parent’s request.  
Requests for make-up work MUST be made within two (2) consecutive school 
days after the absence.  However, since make-up work shall be completed and 
returned to the respective teacher(s) on a one-day per day absent basis, it is in the 
student’s best interest to request make-up work immediately upon returning to 
school so that the student may begin working on the missed assignments to 
receive full credit.  Any tests and/or assignments which were assigned prior to the 
absence (not as make-up work for the absence) are due on the day the student 
returns to class unless additional time is granted by the teacher or by the 
administrator.   

Mastery Learning/Tutoring 
Mastery Learning is time for mastery learning and for tutoring.  Mastery Learning will be 
conducted on from 7:50 AM to 8:10 AM for each department respectively.   
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