
CHAPIN HIGH SCHOOL COURSE SYLLABUS 

                                                             
                              Grading Scale 

Course:  Yearbook Production 2 – 4 Honors                                         A= 90-100 

Book/s:  None                                                            B= 80-89 

Length of course:  2 semester                   Number of Credits:  1 credit    C= 70-79 

Coordinator:  Mrs. Jeannette M. Conti      Location: Room 202         D= 60-69 

Email:   jconti@lexrich5.org                  Voice Mail:  575-5476                                       F= Below 60 

 
Course Description:   
This course brings together graphics and text to create professional level publications. Students will create, format, illustrate, design, edit/revise, and 
prepare for publication the Chapin High School Eagle’s Nest Yearbook.  Proofreading, document composition, and communication competencies are also 
included.  
 
Course Competencies:  
 

A. SAFETY AND ETHICS (2 Class Days and on going during the school year) 
 

1. Identify major causes of work-related accidents in offices. 
2. Describe the threats to a computer network, methods of avoiding attacks, and options in dealing with virus attacks. 
3. Identify potential abuse and unethical uses of computers and networks. 
4. Explain the consequences of illegal, social, and unethical uses of information technologies (e.g., piracy; illegal 

downloading; licensing infringement; inappropriate uses of software, hardware, and mobile devices). 
5. Differentiate between freeware, shareware, and public domain software copyrights. 
6. Discuss computer crimes, terms of use, and legal issues such as copyright laws, fair use laws, and ethics pertaining to 

scanned and downloaded clip art images, photographs, documents, video, recorded sounds and music, trademarks, and 
other elements for use in Web publications. 

7. Identify netiquette including the use of e-mail, social networking, blogs, texting, and chatting. 
8. Describe ethical and legal practices in business professions such as safeguarding the confidentiality of business-related 

information. 
 

 
B. EMPLOYABILITY SKILLS (2 Class Days) 

 
1. Identify positive work practices (e.g., appropriate dress code for the workplace, personal grooming, punctuality, time 

management, organization). 
2. Demonstrate positive interpersonal skills (e.g., communication, respect, teamwork). 

 
C. STUDENT ORGANIZATIONS (1 Class Day with Employability Skills) 

 
1. Explain how related student organizations are integral parts of career and technology education courses. 
2. Explain the goals and objectives of related student organizations. 
3. List opportunities available to students through participation in related student organization conferences/competitions, 

community service, philanthropy, and other activities. 
4. Explain how participation in career and technology education student organizations can promote lifelong responsibility for 

community service and professional development. 
 

D. UNDERSTANDING TECHNOLOGY (4  Class days and on going during the school year)  
1. Define desktop publishing.  

2. Demonstrate an understanding of the basic hardware components needed for desktop publishing (CPU, memory, external  

    drives, expansion boards, and ports) and input/output devices (scanners, digital cameras, monitors, graphic tablets, tablet  

    PCs, etc.).  

3. Demonstrate an understanding of the basic software needed for desktop publishing (operating system, data/word processing,  
   graphics software, page layout, graphics formats, etc.).  

 
 

E. DESIGN PRINCIPLES (6 Class days and on going during the school year) 
 

1. Demonstrate effective use of color. 
2. Use color tables (e.g., hue and saturation) 
3. Demonstrate effective use of type fonts. 
4. Demonstrate effective use of clip art and other graphics in publications. 
5. Explain the term “effective white space”. 
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F. DIGITAL IMAGING (4 weeks) 
 

1. Define various types of graphic file formats.  
2. Acquire digital image from sources such as scanner, digital cameras, Internet, etc.  

3.    List factors that affect quality imaging.  

4.    Edit a digital image.  

5.    Convert various graphic file formats  
 

 
G. CREATING AND DESIGNING LAYOUTS (6 Weeks) 

 
1. Define terms in the design process: thumbnails, rough drafts, and comprehensive layout (comp).  

2. Define terms related to artwork such as line art, continuous tone, halftone, halftone screen, cropping,  

              scaling, vector and raster graphics, and resolution.  

3. Define terms related to typography: screen/printer fonts, downloadable (soft) fonts, typesetting, galleys,  

              postscript printers, serifs, points, picas, alignment of text, drop shadows, leading, tracking, and kerning.  

4. Convert elements (logos, body copy, charts, and graphs) from standard business applications into     

              compatible format (e.g., psd, png, bmp, pdf, gif, jpeg, and tiff) for use in desktop publishing projects.  

5.    Proofread, edit, and revise text using standard proofreading symbols.  
 

 
H. PRODUCING DOCUMENTS (On going during the school year) 

 
1. Determine the most appropriate type of desktop publication based upon the purpose, intended audience, life of the 

publication, cost limits, and time constraints.  

2. Plan printed presentations of text by determining appropriate typography, spacing elements, and emphasis features.  

3. Design a layout for readability and attractiveness by use of effective white space, column position and  

spacing, page margins, and graphics placement (boxes, lines, illustrations, images, etc.).  

4.   Develop a desktop publication including original graphics created using drawing and paint tools.  

5.   Generate a variety of documents such as flyers, bulletins, proposals, reports, business cards, greeting  

 cards, transparencies, brochures, handouts, information forms, etc.  

6.   Import text and tables from a word processing program into a desktop published document.  

7.   Import charts and/or tables from a spreadsheet software program into a desktop published document.  
8.   Import charts and/or tables from a database software program into a desktop published document.  

9.   Incorporate original scanned digitized graphics/text files into a desktop publication.  

10. Incorporate original digital camera image into a desktop publication.  
 
 

I. PRINTING DOCUMENTS (2 Weeks and on going during the school year) 
 

1.  Select appropriate printer.  

2.  Adjust printer/publication for desired output.  

3.  Describe characteristics and uses of basic color models (e.g., RGB, CMYK, etc.).  

4.  Explain preprint color requirements.  

5.  Describe the purpose and process of color separation.  

6.  Perform color separations.  
 
 
Grading:   
 
Your grade will be calculated based on a total points system.  Class participation, meeting deadlines, and quality of final submitted spreads will used to 
determine your class grade.  There will allso be a midterm exam that will count as 20% of your semester one grade and a final exam that will count as 
20% of your semester two grade. 
 
PARENT – TEACHER COMMUNICATION: 
 
If you should have any questions or concerns about your student and his/her progress, please do not hesitate to call me at 575-5476.  I can also be 
reached via email at jconti@lexrich5.org. 

 
 
 
STUDENT RESPONSIBLITIES: 
 
As a member of the Yearbook class, you have certain responsibilities that will enable you to learn the knowledge and skills that are taught; as well as 
responsibilities to enable us to complete the yearbook on time for a mid May distribution. 
 

1. You must attend class regularly.  You can easily fall behind and missing deadlines will affect not only your grade but the entire yearbook 
publication.   



2. It is your responsibility to complete your assigned pages by the deadline dates.  These dates are set when the pages are assigned.  If 
you are absent when the pages are due it is your responsibility to ensure they have been submitted in Online Design so I can access 
them.   

3. Online Design, is an online program.  You can access it from anywhere.  If you are not at school you still need to complete your work. 
4. You are responsible for listening to and following the teacher instructions and for asking questions when something is unclear. 
5. Each student should be in his/her seat when the tardy bell rings-ready to begin work. 
6. Yearbook students need to be out of class to interview students but we have an obligation to disrupt other classes as little as possible.  

You may need to schedule interviews before and after school, during Power Hour, and on weekends.  There is no way you will be able to 
do all the work necessary during class time.   

 
Honor Code:  The Academic Honesty Policy is being implemented to ensure that students submit credible work that is evident of their content mastery.  
Students should seek to be totally honest in their dealings with others.  They should complete their own work and be evaluated based upon its 
originality.  They should avoid academic dishonest and misconduct in all its forms, including plagiarism, fabrication or falsification, cheating, and other 
academic misconduct. 

 
CLASSROOM DISCIPLINE PLAN 

 

District Policy will be enforced as outlined in the Discipline Code Booklet and the Chapin High School Handbook.  This includes but is not limited to 
proper usage of the Internet.  It is the responsibility of the parents and student to be familiar with these rules.  In addition to the above all students will 
be asked to adhere to the following class rules.  These additional rules are necessary for the safety of the teacher, students and equipment in the 
computer lab. 
 
 
Class Rules: 

1. Students will be in the classroom, prepared, and ready to start when the tardy bell rings. 
2. Students will place all backpacks and personal items in the designated area of the lab for the duration of the class. 
3. NO food or drinks will be allowed in the lab. 
4. No talking without permission.  Pay attention during class - - maximize learning. 
5. Keep the chairs in place at the desk and stay seated unless you have permission from the teacher. 
6. Treat your teacher, computer equipment, classmates, and yourself with respect. 

Consequences: 
1. Student will receive a warning. 
2. Second warning - - student/teacher conference after class. 
3. Third warning - - 15 minutes of Enrichment Period next day. 
4. Fourth warning - - 15 minutes of Enrichment Period next day and a call to parent/guardian. 
5. Fifth warning - - Written discipline slip and call to parent/guardian. 

 
Rewards: 

1. Good behavior is rewarded with extra time to get help in class with assignments. 
2. Praise 
3. Good grades 
4. Complimentary notes and phone calls to parents. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Career and Technical Education Student Organizations 
Future Business Leaders of America 
http://ed.sc.gov/topics/careerandtech/studentorgs/  
http://www.fbla-pbl.org/ 
 
National Technical Honor Society  
http://www.nths.org/ 
 
National Technical Honor Society 
 
Mission  
To honor student achievement and leadership, promote educational excellence, and enhance career opportunities for the NTHS membership.  
 
Vision  
To be the leader in providing recognition for excellence in career and technical education and creating significant occupational opportunities for 
America's top workforce education students. Committed to providing the highest quality recognition for outstanding students in career and technical 
education, supplying excellent services to our diverse and multi-cultural membership and member schools, creating new and emerging relationships 
between the educational community and business and industry, being a flexible organization on the leading edge of technology and constantly 
responding to change, maintaining financial responsibility to meet our increasing needs, and sustaining growth, innovation and continuous improvement 
based upon ongoing evaluation.  
 
Requirements for membership into the NTHS: 
 
Senior 
Overall cumulative 3.5 GPA (Grades 9 – 12)* 
Program area 4.0 GPA (Students must make a 93 or above in all CATE courses that are part of their completer program.) 
Program completer (See below.) 
Teacher Recommendation 
Active involvement in CATE student organization and/or student government, civic, or service organization  
10 hours of community service (Verification form is due on or before the end of the first semester during their senior year.) 
 
*Please include the Grade 12 GPA through the end of first semester. The GPA is not rounded. 
 

Program Completers:  Business and Marketing Education 
 
Business Information Management 
 Required:  Web Page Design & Development 1 
   Digital Desktop Publishing 
   Digital Multimedia 
   Integrated Business Applications 1 
General Management 
 Required:  Accounting 1 
   Entrepreneurship 
 Plus 2 credits from the following: 
   Accounting 2 
   Business Law 
   Integrated Business Applications 1 
Accounting 
 Required:  Accounting 1 
   Accounting 2 
   Integrated Business Applications 1 
   Business Finance 

 


