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Mission Statement 

The Peru State College undergraduate conceptual framework focuses on three broad themes of 
professional development: grounding in foundational knowledge, a professional disposition appropriate 
for teaching, and a strong professional awareness.  The heart of our undergraduate framework presents 
the teacher as a reflective decision-maker.  The School of Education believes that if the undergraduate 
conceptual framework is to be optimally valued, then it is a strong foundation for our graduate program.  
Our graduate program enhances and extends reflective decision-making to evolve into a framework for 
reflective change.  It is our desire that the Masters degree candidates become master teachers who can 
effect positive change in their classrooms, schools, and communities. 

Our mission in the graduate program focuses on building upon the strengths and expertise of 
experienced teachers.  The reflective change agent framework is intended to extend the teachers’ skills 
and competencies in order to improve the performance of the students they teach.  Graduate students will 
develop greater technological and pedagogical competencies.  Graduate students will be exposed to the 
reflective thinking processes necessary to be competent facilitators of change in an ever-changing social 
and cultural milieu. 

COURSE DESCRIPTION: 
 
This course will provide teachers with an advanced understanding of computer operating systems, word 
processing, spreadsheet, and database programs in relation to an educational setting.  The course is 
project-based and emphasizes how these programs can be applied in the PreK-12 classroom to improve 
instruction and the learning process.   
 
TEXT:  Pasewark, W.R., Pasewark, W.R.Jr., Pasewark, S.G., Pasewark, C.D., Stogner, J.P., Wadsworth. 
B.P. (2008), Microsoft Office 2007, Thomson Course Technology, ISBN #1-4239-0397-8. 

 

Teacher Leaders 
ü Enhancement of Student 

Learning 
ü Collaborative Reflection 
ü Professional Growth 

 



 

OBJECTIVES:  
1. Master advanced word processing skills (1.1.1-5) ((IA-B, VA&C)) [1-5] 
2. Integrate the use of word processing program in the classroom(1.1.1-5, 2.1.1) ((IA-B, IIA-E, IIIA-

D, IV -C,VA&C)) [1-5] 
3. Describe the features and functions of spreadsheets (1.1.1-5) ((IA-B, IIA-E, VA&C)) [1-5] 
4. Integrate the use of spreadsheet program in the classroom.(1.1.1-5, 2.1.1,3.1.1) ((IA-B, IIA-E, III 

A-D, IVA-C,VA&C)) [1-5] 
5. Create and utilize a repertoire of database activities for the classroom.(1.1.1-5, 2.1.1,3.1.1) ((IA-

B, IIA-E, IIIA-D, IVA-C,VA&C)) [1-5] 
6. Identify and discuss major ethical issues regarding computers (1.1.1-5, 2.1.1,3.1.1) ((IA-B, IIA-E, 

IIIA-D, IVA-C,VA&C)) [1-5] 
 

INSTRUCTION METHOD/MODE OF DELIVERY  
Instructor facilitation of learning activities 
Step-by-step assignments in the text book 
Exploration of educational web pages and links 
Discussion board participation 
Teacher presentations 
Large group discussion 
Inquiry and analysis 
Peer Editing  
 
COURSE REQUIREMENTS & ASSESSMENT METHODS: 
 
Assessment Method: 

 Formative assessments 
o Assignments 
o Projects 
o Papers 
o Discussion board participation 

 Summative assessments 
o Projects 

 
You will complete 2 Integration Projects for Word, an Integration Project for Excel, an Integration Project 
for PowerPoint, and  a web page, as well as a Final Project. All work submitted for the projects and final 
project should be your own original work.   
 
ASSIGNMENTS: 
Home Page Completion      20 Points 
Word Projects       20 Points 
Reflection on Unit One       10 Points 
Exam on Word       60 Points 
Excel Project       20 Points 
Exam on Excel       60 Points 
Reflection on Unit Two      10 Points 
First Article Review      20 Points 
Second Article Review      20 Points 
PowerPoint Project      20 Points 
Exam on PowerPoint      60 Points 
Reflection on Unit Three      10 Points 
Web Page Project      20 Points 
Final Project       60 Points 
Discussion Board Activities     40 Points 
Reflection on Unit Four      10 Points 
Final Exam     100 Points 
Total       560 Points 
 



 

Assignments:  Please use MS Office 2007 formatting for documents and when naming your 
documents, include your first and last names. 
 
Assignment Due Dates Use this link to view the Due Date Table 
 
Home Page Completion 
One of the first things you will need to do to begin our course is to edit your homepage. The homepage is 
a place for you to put information about yourself. This allows all of the participants in the course to get to 
know you a little. 
 
To begin, go to TOOLS (located in the left column of buttons in Blackboard), click edit your homepage. 
Type an intro message and some personal information. Upload a current picture, you may need to 
resize your picture (200 x 200 pixels), in a photo-editing program such as Photoshop Elements and 
save it to your My Pictures file before attaching it in your homepage, if you need help, ask me. Your 
homepage is to be completed by midnight Thursday of the first week of class. Review the Instructor 
Information to see examples of information that should be shared. 
 
You may view other members of our class homepages by clicking the blue Communication button on the 
first Blackboard page, then click Roster then List all and List all again. Then click on the name of the 
individual you would like to learn more about.  

MS Word Projects 

In this unit, you will learn about some of the new and/or advanced features in MS Word.  These features 
include:  templates, macros, auto correct, screen captures, tables, borders, headers, and table of 
contents and index.  You will complete textbook step by step activities, and the two Word integration 
projects, following the directions for completing the projects found in Blackboard. 
 
MS Excel Project 
In this unit, you introduced to the basics of spreadsheets.  These basics include:  entering data, editing 
data, formulas, functions, formatting, and charts/graphs.  You will complete the textbook step-by-step 
activities, the Integration Project #3 on page 211, then follow the directions for making edits to project 6-1 
found in Blackboard.  

MS PowerPoint Project 
In this unit, you will be introduced to the basics of presentations specifically MS PowerPoint.  Concepts 
include:  creating and enhancing PowerPoint presentations, working with visual elements, and expanding 
on PowerPoint basics. 

Web Page Project 
You will be introduced to the basics of creating web pages. Concepts will include: headings, tables, links, 
font manipulation, and images. 

Final Project 
You will complete a final in-service document.  This will be your own original work.  Clear your project with 
your instructor by midnight Friday of Week One.  Due Dates:  The rough draft is due before midnight 
Sunday of Week Three.  This will be posted on the DB.  You will then peer edit you partner’s document 
using the track changes feature of Word.  You will post the revised document for your partner on the DB 
by midnight Sunday of Week Four.  You will then revise your document and will post the final project on 
the DB by midnight Sunday of Week Six to provide your classmates an opportunity to review it.  Your last 
posting of the final project must be made in the Assignment area before Friday of Week Eight, this is 
when your instructor will grade the project. 
 
Article Review 
Find and read an article on using word in an educational setting, find and read an article on using excel in 
an educational setting, find and read an article on using access in an educational setting, find and read an 



 

article on using PowerPoint in an educational setting, and complete the Article Review Sheet on any 2 
and submit using the assignment link in Unit Three – PowerPoint Weeks 5 & 6. 
 
Discussion Board Participation  
Expect to be challenged in this course. Learning is your responsibility.  A large part of learning is 
receiving input from peers.  Students are expected to view posts on the discussion board and are 
required to provide feedback to classmates.  You will post several items on the DB. 
 
Post 1   Rough draft of Final Project before midnight Sunday of Week Three, 10 points 
Post 2  Partner-review of the final project using the track changes feature in Word by midnight Sunday of  
             Week Four, 10 points 
Post 3   Post your final project before midnight Sunday of Week Six, 10 points 
Post 4   Post a response of at least 30 words to at least two classmates, other than your partner, on their  
              final projects before midnight Wednesday of Week Seven, 10 points 
 
Assignment due dates/Grading: 

 All homework is due on the dates listed by midnight.  No late work accepted.   There will be a 10 
percent deduction from the earned grade for each day an assignment is late. The instructor 
reserves the right to determine if there are special circumstances that allow for an extension of 
the deadline. No credit will be awarded for late Discussion Board posts. 

 
GRADING POLICY: 
A 90-100 
B+ 85-89 
B 80-84 
C+ 75-79 
C 70-74 
 
DESIRED OUTCOMES: 
An examination of the core requirements for graduate program conceptual framework shows a 
connection of this course to our three areas of emphasis.  The following are our desired outcomes for 
each area.  Ideally, these outcomes overlap and intersect and are not fragmented. 

[[NBPTS-1]]  Teachers are committed to students and their learning.  

[[NBPTS-2]]  Teachers know the subjects they teach and how to teach those subjects to 
students.  

[[NBPTS-3]]  Teachers are responsible for managing and monitoring student learning.  

[[NBPTS-4]]  Teachers think systematically about their practice and learn from experience.  

[[NBPTS-5]] Teachers are members of learning communities  

 ((NETS-T-1))  STANDARD: Technology Operations and Concepts. Teachers demonstrate a 
sound understanding of technology operations and concepts. Teachers:  

 ((NETS-T-2 )) STANDARD: Planning and Designing Learning Environments and Experiences. 
Teachers plan and design effective learning environments and experiences 
supported by technology. Teachers:  

 ((NETS-T-3))  STANDARD: Teaching, Learning, and the Curriculum. Teachers implement 
curriculum plans, that include methods and strategies that apply technology to 
maximize student learning. Teachers: 

 ((NETS-T-4)) STANDARD: Assessment and Evaluation. Teachers apply technology to 
facilitate a variety of effective assessment and evaluation strategies. Teachers:  

 ((NETS-T-5))  STANDARD: Productivity and Professional Practice. Teachers use technology 
to enhance their productivity and professional practice. Teachers:  



 

 (PERU-G-1.1.2)  Candidates discuss, practice and assess the appropriateness of instructional 
methods and strategies in relation to students’ learning styles, backgrounds, 
and special needs. 

 (PERU-G-1.1.3)  Candidates research, discuss, practice, and assess classroom management 
techniques and effective/safe teaching practices in relation to their own beliefs 
and values as well as students’ learning styles, backgrounds, and special 
needs. 

 (PERU-G-1.1.4)  Candidates demonstrate advanced computer skills and their application for 
enhancing student learning.  

 (PERU-G-1.1.5)  Candidates enhance their mentoring and professional skills in order to improve 
relational and communicational competencies  

 (PERU-G-2.1.1)  Candidates learn the collaborative process of curriculum development within a 
school system as well as working collaboratively and respectfully with students 
and parents.  

(PERU-G-3.1.3)  Candidates analyze and discuss their own backgrounds, beliefs, and values in 
relation to their teaching environment, historical and current issues, students, 
and community. This process additionally enhances oral, written, and graphic 
communication skills. 

 
College’s Incomplete Coursework Policy 
 
To designate a student’s work in a course as incomplete at the end of a term, the instructor records the 
incomplete grade (I).  Students may receive this grade only when serious illness, hardship, death in the 
immediate family, or military service during the semester in which they are registered prevents them from 
completing course requirements.  In addition, to receive an incomplete, a student must have completed 
substantially all of the course’s major requirements. 
 
Unless extenuating circumstances dictate otherwise, students must initiate requests for an incomplete by 
filling out an Incomplete Grade Completion Contract, which requires the signature of the student, 
instructor, and Dean.  The Incomplete Grade Completion contract cites the reason(s) for the incomplete 
and details the specific obligations the student must meet to change the incomplete to a letter grade.  The 
date by which the student agrees to complete required work must appear in the contract.  The Dean, the 
instructor, and the student receive signed copies of the Incomplete Grade Completion Contract. 
 
Even if the student does not attend Peru State College, all incomplete course work must be finished by 
the end of the subsequent semester.  Unless the appropriate Dean approves an extension and if the 
student does not fulfill contract obligations in the allotted time, the incomplete grade automatically 
becomes an F. 
 
College’s Academic Integrity Policy 
 

The College expects all students to conduct themselves in a manner that supports an honest 
assessment of student learning outcomes and the assignment of grades that appropriately 
reflect student performance.  It is ultimately the student’s responsibility to understand and 
comply with instructions regarding the completion of assignments, exams, and other 
academic activities.  At a minimum, students should assume that at each assessment 
opportunity they are expected to do their own original academic work and/or clearly 
acknowledge in an appropriate fashion the intellectual work of others, when such 
contributions are allowed.  Students helping others to circumvent honest assessments of 
learning outcomes, or who fail to report instances of academic dishonesty, are also subject 
to the sanctions defined in this policy.  

 

 



 

Instances of academic dishonesty may be discovered in a variety of ways. Faculty members 
who assign written work ordinarily check citations for accuracy, run data base and online checks, 
and/or may simply recognize familiar passages that are not cited.  They may observe students in 
the act of cheating or may become aware of instances of cheating from the statements of others.  
All persons who observe or otherwise know about instances of cheating are expected to report 
such instances to the proper instructor or Dean.   

 

In order to promote academic integrity, the College subscribes to an electronic service to 
review papers for the appropriate citations and originality.  Key elements of submitted papers 
are stored electronically in a limited access database and thus become a permanent part of 
the material to which future submissions are compared.  Submission of an application and 
continued enrollment signifies your permission for this use of your written work. 

 

NSCS Board of Trustees Policy 4220 states that each College “. . . will establish a distance 
learning assessment policy that will include, at a minimum, a substantial culminating experience 
that is proctored.” Peru State College’s policy is that each course that is offered entirely online will 
feature a proctored final exam that substantially measures the extent the course’s stated learning 
objectives are achieved.  Online course syllabi will clearly state that, regardless of grades earned 
previously, the proctored final exam must be passed in order to receive credit for the course.  
Courses which feature graded site-based activities (e.g., teaching demonstrations) and/or video-
taped presentations that occur near the end of the term, and that are designed to substantially 
assess the achievement of learning objectives, can be considered in compliance with this policy.  
Project-based capstone and graduate courses utilizing real-time discussions held by web-cam, 
phone or in person with the faculty member as part of the assessment process can also be 
considered in compliance with this policy. 

 

Should an occurrence of academic misconduct occur, the faculty member may assign a failing 
grade for the assignment or a failing grade for the course.  Each incident of academic misconduct 
should be reported to the Dean and the Vice President for Academic Affairs (VPAA).  The VPAA 
may suspend students for two semesters found to be responsible for multiple instances of 
academic dishonesty.  The reason for the suspension will be noted on the student’s transcript. 

 

A faculty member need present only basic evidence of academic dishonesty. There is no 
requirement for proof of intent.  Students are responsible for understanding these tenets of 
academic honesty and integrity.  Students may appeal penalties for academic dishonesty using 
the process established for grades appeals. 

 

Title IX Compliance Notice 

 

Peru State College is an equal opportunity institution.  PSC does not discriminate against any 
student, employee or applicant on the basis of race, color, national origin, sex, disability, religion, 
or age in employment and education opportunities, including but not limited to admission 
decisions.  The College has designated an individual to coordinate the College’s 
nondiscrimination efforts to comply with regulations implementing Title VI, VII, IX, and Section 
504.  Inquiries regarding non-discrimination policies and practices may be directed to Eulanda 
Cade, Director of Human Resources, Title VI, VII, IX Compliance Coordinator, Peru State 
College, PO Box 10, Peru, NE 68421-0010, (402) 872-2230. 

 

Students requesting reasonable accommodation and tutoring services should contact the Center 
for Achievement and Transition Services (CATS). 
 
SafeAssign 
In order to promote academic integrity, the college subscribes to an electronic service to review papers 
for the appropriate citations and originality.  Key elements of submitted papers are stored electronically in 



 

a limited access database and thus become a permanent part of the material to which future submissions 
are compared.  Continued enrollment in a course signifies your permission for this use of your written 
work.  Should you not wish to agree to this procedure, you may drop the course during the add/drop 
period before any works are completed and submitted.   
 
Schedule: 
Due dates are clearly given for each assignment. No late work is accepted.  All work is due by midnight 
on the assigned due date listed below.   
 

Assignment Due Date 

   Edit your homepage in Blackboard By midnight Thursday of Week 1 

   Review activities in Blackboard By midnight Thursday of Week 1 

   Clear your final project topic with your instructor via email By midnight Friday of Week 1 

  

   2 Word Integration Projects, Assignment Link By midnight Sunday of Week 2 

   Reflect on the activities from weeks 1 and 2 using assignment link By midnight Sunday of Week 2 

   Word Exam By midnight Sunday of Week 2 

  

   Rough Draft of Final Project, in DB post 1 By midnight Sunday of Week 3 

   Find articles to read about using these applications in education By midnight Sunday of Week 3 

  

   Excel Integration Project, Assignment Link By midnight Sunday of Week 4 

   Partner Editing of Final Project using track changes, in DB post 2 By midnight Sunday of Week 4 

   Reflect on the activities from weeks 3 and 4 using assignment link By midnight Sunday of Week 4 

   Excel Exam By midnight Sunday of Week 4 

  

   2 Article reviews, Assignment Link By midnight Sunday of Week 5 

  

   PowerPoint Integration Project, Assignment Link By midnight Sunday of Week 6 

   Reflect on the activities from weeks 5 and 6 using assignment link By midnight Sunday of Week 6 

   Final Project for Classmates Review Opportunity, in DB post 3 By midnight Sunday of Week 6 

   PowerPoint Exam By midnight Sunday of Week 6 

  

   Post a response of at least 30 words to at least two classmates, other  
   than your partner, on their final projects, in DB post 4 

By midnight Sunday of Week 7 

  

   Web Page Project, Assignment Link By midnight Friday of Week 8 

   Final Project DUE for Grading, Assignment Link By midnight Friday of Week 8 

   Reflect on the activities from week 7 and week 8 using assignment link By midnight Friday of Week 8 

   Final Test By midnight Friday of Week 8 

 

 


