
Graphic Design I and II
Nichols Career Center
2019–20
Instructor: Dawn Sees
Contact: dawn.sees@jcschools.us (best method) or 573-659-3100 (NCC Main Office)

Overview
Graphic Design is a two-year course of study that introduces students to the Graphic Design and 
Advertising industries. Students will study typography, illustration, design and page layout, color 
theory, digital workflow, and print production using Adobe InDesign, Illustrator, and Photoshop 
through a series of in-class tutorials, exercises and final design projects. Projects may include 
branding and advertising, publication design, vinyl design and sign making, screen printing, dye 
sublimation and digital printing. Second-year students will continue to expand their knowledge 
of graphic design and advertising to advance their visual communication skills. In addition, they 
will develop a comprehensive portfolio that highlights the student’s client projects completed 
throughout the school district and community. 
Prerequisite: Strong communication skills (verbal, written) as evidenced by a C or better grade in all 
English classes, and a C or better in Art I, OR Desktop Publishing, OR Web Design.
Credit: 3.0/Year 

Objectives
• Demonstrate an understanding of appropriate workplace and safety behaviors
• Demonstrate an understanding of design thinking and design processes
• Demonstrate an understanding of the elements and principles of design and typography 
• Demonstrate an understanding of Macintosh computer operations
• Demonstrate an understanding of InDesign, Illustrator and Photoshop
• Demonstrate an understanding of various production procedures and printing processes 
• Produce a digital portfolio and résumé 

Required Daily Supplies
You will need to bring these items with you to class every day (except your t-shirt).
• Sketchbook 
• Clear safety glasses  
• Three-ring notebook (3-inch binder size is the minimum) 
•   Ruled notebook paper
•  Tabbed dividers (two packages recommended)
• Clear plastic sleeves (two packages recommended)
•  #2 pencils and pencil sharpener
• Blue or black pen
• USB flash drive (32 GB or more is recommended)
• Headphones or earbuds for in-class tutorials
• White or light colored 100% cotton t-shirt(s)
• Colored pencils, drawing pens (various sizes), and drawing markers (various sizes)
 Students may need to purchase additional art supplies (pastels, paints, etc.) throughout the year, 
 depending on the project. 



Grading Policy
Regular attendance, good time management, and following project directions are all essential 
to being successful in this course. Students will be expected to manage multiple projects 
simultaneously throughout the course and complete all coursework during class. Students who are 
struggling to meet deadlines should communicate with the instructor immediately. If homework is 
assigned, it will be due at the beginning of class unless otherwise stated. Sending school students 
who leave early may need to take work home periodically. It is each student’s responsibility to 
check Infinite Campus, Google Classroom, and Google Drive regularly and take care of any missing 
assignments in a timely manner.   

Grade Rationale
Projects/Tests/Quizzes   75%
Practice Standards/Job Readiness   10%
Tech English       5%
Term Exam     10%

Grading Scale
A  100-93 B+ 89-87  C+ 79-77   D+ 69-67
A- 92-90  B 86-83  C 76-73   D 66-63
    B- 82-80  C- 72-70   D- 62-60
          F 59 and below 

Makeup Work
If a student misses class (for excused absences only), it is the student’s responsibility to talk with the 
instructor about making up missed work and exams.   

Incomplete Work and Late Work
Incomplete work will not be accepted and will receive a zero. Any work turned in after the 
assignments have been collected or graded will be considered late and the student will earn no 
more than half credit for that assignment.  

Dual Credit
Students have an opportunity to earn Dual Credit through Stephens College. Visit the NCC 
Guidance Office for more information about Dual Credit requirements. 

Return Policy for Second Semester
Students who are performing below average or failing the first semester are subject to removal 
from the program. A conference will be held prior to the end of the semester with the appropriate 
individuals present and alternatives will be discussed. 



Classroom Equipment, Materials, and Safety
Students will be assigned a work area and computer to use during class. Students must follow the 
district’s Technology Usage Policy. No computer settings should be changed. Misuse of technology, 
surfing the internet, or using the computer to work on outside projects are not allowed at anytime. 

All work created in this course must be school appropriate and not suggest or include any offensive 
imagery, offensive wording, violence, weapons, drugs, or alcohol. 

Students should not touch any equipment or supplies unless instructed and assigned to do so. 

Students will be supplied with Safety Data Sheets on chemicals in class and must score 90% on 
any safety exam before being allowed to use equipment and materials. Any student deemed by 
the instructor to be unfit due to a health reason, drugs, alcohol, etc., will not be allowed to use 
equipment or materials. Students are responsible for their actions and are responsible for the 
information regardless of their condition. 

Proper safety procedures must be followed at all times. Hair must be tied back tightly to the back of 
the student’s head while working in the print lab. Jewelry attached to the hands and arms (watches, 
rings, bracelets, or any other item considered to be dangerous by the instructor) must be removed 
before operating equipment. Loose-fitting clothing (shirt tails, loose sleeves, oversized blouses and/
or skirts or dangling clothing including belts or any other type of fashion) must be secured tightly 
or removed before operating equipment. Shoes must be worn at all times. No hats or hoodies are 
allowed. Failure to comply with safety procedures will result in lab privileges being suspended and 
disciplinary action. 

If a student intentionally damages or destroys any classroom equipment, furniture, supplies, or tools 
that student will receive an office referral and required to purchase and replace that item. 

Behavior Policy
Nichols Career Center prepares students for the workplace and post-secondary education. This 
classroom is a professional environment. Students will be expected to practice workplace safety and 
professionalism, including respectful behavior, responsibility, and accountability. Students should 
not use foul or offensive language during class or engage in inappropriate conversations. Students 
should arrive to class on time, be in their assigned seat when the bell rings with their supplies on 
their table ready to work. When the instructor is talking, the student should not be talking. Purses 
and book bags should be kept at the classroom table (not at the computer). Students must follow 
district cell phone and electronic device policy. No food is allowed in the classroom or print lab at 
any time, either before or during class or break. Students may have a water bottle with a lid in the 
classroom only but must keep it at their classroom table (not at their computer). 

Any incident where a student needs to be corrected for misconduct will be documented. Although I 
don’t anticipate having any problems in our classroom this year, should the need for reminders of the 
rules arise, I will be implementing the following policy: 
• 1st violation: teacher discussion with student and documented warning
•  2nd violation: teacher discussion with student, documented warning, student written reflection 

(minimum of two pages, MLA style), and contact home
• 3rd violation: office referral and disciplinary action 
Extreme or severe incidents will be sent to the office immediately. 



Cell Phones and Electronic Devices
If a student does bring a cell phone and/or other electronic device to school, these devices will 
need to be turned off during class and stored in the student’s backpack or assigned locker. Cell 
phone usage is only permitted during designated break in the hallway only. These privileges may be 
revoked by administration when deemed necessary. Headphones or ear buds will need to be stored 
securely in a backpack and should not be worn during class time unless the instructor has approved 
an activity that requires listening on school provided media. A student using these items without 
permission is subject to discipline consequences and will be sent to the office. If a student has an 
emergency situation or a parent/guardian needs to get in contact with that student, that student 
must use the Nichols Career Center Main Office phone, not their cell phone. 

Cheating and Plagiarism
Student work should not include any copyrighted material or trademarked material. This also 
includes copying images, tracing images from the internet, or using other artists/designers work as 
their own. Any student who violates these policies will receive an office referral and a zero for the 
project. 

Internships
Second-year students entering their last semester of the program may qualify to participate in an 
internship program. Students would work the last semester for an employer in the field. Students 
will be selected based on various factors, including grades, attitude, work ethic, attendance, and 
the percentage of competencies mastered. 

Design Resources and Industry Credentials
Students are encouraged to participate in SkillsUSA and AIGA. Students are also encouraged to 
take an Adobe Certified Associate (ACA) Exam(s) to earn ACA Certification(s). Arranging exam 
dates and testing fees are the responsibility of the student.

Student Services
Nichols Career Center provides procedures to assist students in being successful in the program. 
Examples include the Vocational Resource Educator, counselor, attendance monitoring, and math/
reading assistance. Student services are available to help students succeed in their classes. Career 
planning is available to help students who are looking for part-time or full-time jobs or need help 
with writing a résumé, understanding financial aid for post high school training/education, and 
assessing their vocational strengths and preferences in order to make more informed career choices.

Discrimination Policy
The Jefferson City School District does not discriminate on the basis of race, color, religion, national 
origin, gender, age, or disability. This policy pertains to admission/access to, or
treatment/employment in its programs and activities.


