
Class: Word Processing & Desktop Publishing 
Teacher: Mr. Timas 
Phone: 216-485-8100 ext 8528 
Email: george.timas@brooklyn.k12.oh.us 
Room: 273 
 

Software 
 Microsoft Office 
 Open Office 
 Google Documents 
 Other Software as needed 
 

Required Materials 
 Three ring binder to keep portfolio of work samples and Handouts 
 USB drive (needed at different points throughout the semester). 

 
Course Objectives 

Students will: 
 explore and use the different features of Word Processing Software. 
 explore and use the different features of Presentation software. 
 integrate multiple applications to effectively and efficiently solve problems for other classes. 
 use the Internet to gather information efficiently. 
 capture and edit digital images. 
 produce various documents in a timed environment. 
 format documents 

 
Class Rules and Discipline 

“Discipline yourself so others don't have to.” John Wooden 
Your classroom will have an academic atmosphere; a place conducive to discussion and learning.  

 NO FOOD OR DRINKS are allowed in the computer lab! No exceptions. 

 RESPECT others in the class and the equipment at all times. All school rules and network policies will be 

enforced. Any misuse of the computer equipment may lead to expulsion from this course. 
 YOUR ATTITUDE is just as important as your intelligence. Exercise self-control and conduct yourself in a 

positive way.  
 BE ON TIME. You will receive detentions for being Tardy.  

 SILENCE CELL PHONES. Your cell phone will be sent to the principal if you are using it during class  

 USE POSITIVE and APPROPRIATE LANGUAGE in the classroom. Inappropriate language will result 

in a detention. 
 

Grading 
Your grades will be posted online using Progress Book. You and your parents have access to your grades via the Internet. If you lose your password, contact 
one of the guidance counselors to get a new one. 
 
I will grade assignments as follows: 
Class assignments or homework 10-25 points 
Projects 10-50 points 
Quizzes 25 points 
Exams 50 points 
Final Exam 100 points 
Binder approx  25 points per quarter 

 
Late assignments 
If you are absent, you can look at Progress Book to see what you missed. I will accept late assignments IF you make arrangements to complete them. 

Late work will be penalized. If you are going to miss several days, please email me for assignments. 
 

****If you don't finish an assignment during class, you may take projects home to finish. You may also come in before or after school. Please check with me 

to make sure I will be available. 


