
Digital Information Technology 
Syllabus, Grading and Expectations 

Mrs. Huber 
Room 02-104 

 

Course Information and Purpose: 

 

This class is designed for students to be able to demonstrate knowledge, skill, and application of 

information systems to accomplish job objectives and enhance workplace performance upon 

entering “the real world.” 

 

Your Goal: To Become a Microsoft Office Specialist (MOS) by earning a 

Microsoft Office Bundle Certification!  
Why? : Attaining this title of being an MOS will show proof to any college or employer your overall 

comprehension and deep expertise of Microsoft Office skills that businesses require. WOWWW!! 

Impressive, right?? They will think so. 

How do you do this? : The Microsoft Office Specialist (MOS) Bundle Certification is a Florida-

developed composite certification. To qualify for this certification, students must pass three of these 

four certification exams in the Microsoft Office 2013 Suite: Word, Excel, PowerPoint, and/or Access. 

 

Supplies Needed: You will need a pen or pencil. That’s it! All of the computers and software are 

provided for you.  
 

Classwork/Homework and Grading: Classwork will be made up of working through practice tests on 

the computer using GMetrix software to prepare students for the Microsoft Office certification tests 

which will be given during the year. Deadlines and minimum score targets for classwork practice tests 

will be given. Students will also be given multiple bellwork assignments each week. Homework would 

only be given on a rare occasion. 

 

Grades will be based on knowledge of the material and ability to practice what has been taught. 

Bellwork grades will be worth 5-10 points. A 20-25 point grade will be given every 7 to 10 days which 

will be based on the progress made for the completion of practice tests and meeting the minimum 

scores given to you. The Microsoft Office Certification tests will be used as test scores for end-of-

quarter and semester grades.  

 

If you are absent and are concerned about falling behind, it is your responsibility to come in before or 

after school (please make arrangements with me). If students choose not to use their class time 

productively, their grades may suffer. 

 

 

Cheating will result in a zero on assignments, projects, quizzes or tests and may also result in 

suspension from school. 
 

 

 



 

 

Expectations 
 

1. Be respectful of others as well as the books, equipment and 

furnishings in the room. 

 

2. Be prepared for class, don’t be late and stay focused on 

learning! 

 

3. In that rare instance (hopefully) that you are absent, please 

come see me to get any work you may have missed. This is 

your responsibility! 

 

4. Please help keep the room clean and orderly. Use the trash 

cans and recycle bins as needed. 
 

 

 

Other Important Information 

 

*Please do not load any software programs, music, games, etc. unless 

instructed to do so. 

 

*Please be sure anything viewed on the computer is classroom appropriate. 

 

*Please do not play any non-academic games. (Ask me first if you have a 

question) 

 

*Please do not change (add, alter, remove) ANYTHING on the computers. 

 

 

 

 

If you decide to disregard any of the above rules, it 

may result in suspension so be sure to BE A 

RESPONSIBLE DECISION MAKER! 

 


