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First Block (8:25am – 9:59am)
Textbook:
Office XP Core, A Comprehensive Approach by Deborah Hinkle, Kathleen Stewart & Margaret Marple

Philosophy of Teaching Business Education

Teachers of Business Education play an integral part in the world of education. My goal, as a Business Education Teacher, is to have students develop competent, aggressive business leadership skills, strengthen their confidence in themselves and their work. Business Education Teachers help create a better understanding of the business setting. I must encourage academics and promote school loyalty. Regardless of the subject content, a Business Education Teacher must facilitate transition from school to work. 
Course Summary 

The goal of this course is to provide an understanding and application of social, ethical, and human issues related to technology. The course will also provide an introduction to computer technology, decision-making, productivity, communications, and problem-solving skills. Areas of instruction include computer applications and integration of word processing, desktop publishing, spreadsheet, database, and presentation software as well as use of emerging technologies. In this course, high school students can acquire skills required to create, edit, and publish industry appropriate documents. Areas of study will also include oral and written communications and information research for reporting purposes. Competencies for the co-curricular student organization, Future Business Leaders of America (FBLA), are integral components of both the core employability skills standards and technical skill standards.

Course Objectives
Students will:
1. Understand and apply the social, legal, and ethical issues related to technology used in personal and professional endeavors.
2. Use technology as a tool to increase productivity in completing a variety of input technologies to create, edit, and publish industry appropriate documents.

3. Use word processing and/or desktop publishing software through a variety of input technologies to create, edit, and publish industry appropriate documents.

4. Use spreadsheet software to create, edit, and publish industry appropriate files.

5. Use database software to create, edit, and publish industry appropriate files.

6. Use presentation software to create, edit, and publish industry appropriate files.

7. Understand how telecommunications can be used to collaborate, publish, and interact with peers, teachers, experts, and other audiences.

8. Use a variety of forms of communication in the successful pursuit of employment.

9. Use technology to access, review, evaluate, and select information from multiple resources for reporting purposes.

10. Develop strategies for solving problems.

Student Responsibilities

This is a business class; you will be expected to conduct yourself in a business-like manner. The following rules and regulations will be strictly enforced:
· Materials must be brought to class every day: 

Paper/notebook 

Pen, pencils, and eraser 

Positive attitude 

· Participation: Students are expected to participate in class discussions. The teacher will raise or lower a student’s grade based on the amount and appropriateness of a student’s participation. Student participation is required and students will be called on to answer questions. Student participation is integral to our class and your grade.

· Behavior, Classroom Procedures & Expectations

i. No food or drinks allowed at anytime in the classroom (this includes gum). Water will be allowed in a closed container that must be kept on the floor. 

ii. Show RESPECT for adults and fellow students. Inappropriate language/behavior will not be tolerated. Each student is expected to treat every student, classroom aid, and teacher with respect. IT WILL BE RETURNED! 

iii. Be in your seat and ready to work when the tardy bell rings. Good employees are rarely late for work and are usually early. Absences and tardies have an extremely negative effect on the Employability Points. Tardies and absences will result in a reduction of Employability Points. 

iv. The last five minutes in the period is for cleaning your work station, returning your books to the proper shelf. At the end of each class period, each student is to leave his or her workstation clean and orderly. Books and materials are to be returned to the assigned area at the end of the period.

v. The teacher dismisses the class, not the bell. Do not gather belongings or leave your seat until instructed to do so. When dismissed, push the workstation chair in and leave the room in a calm and orderly manner. 

vi. Problems with your computer are to be reported to Miss Dale immediately. Save all work onto your network account and not the hard drive. 

vii. No electronic devices (i.e. cell phones, CD players, MP3 players, iPods, etc), cosmetics & grooming supplies, or inappropriate reading material shall be used during class time. 

· Discipline Policy: If a student violates any of the above classroom rules or school rules the following consequences with be received:


First Offense: Warning and/or Student Writes an Action Plan 


Second Offense: Call Home and/or Student-Teacher Conference


Third Offense: Student Detention, Silent Lunch (9th) and/or Counselor-Referral


Fourth Offense: Student Referral to Office

Grading 

This is a performance-based class; so all students will be expected to demonstrate what they have learned to receive credit for the class. Grades are based on the following:

· Projects:  50 % of overall grade. Each assignment/ unit will be worth an appropriate number of points. A rubric will be included with each project. All assignments are due on the due date. Work that is late will receive one grade lower than it would have received if turned in on the due date. Each day later, results in a letter grade drop. No work is accepted after three days. 

· Exams and Quizzes: 30 % of overall grade. Examination questions will include a variety of item types such as true/false, multiple choice, matching, fill-in-the-blank, and essay. Production tests (hands-on) will require students to demonstrate mastery knowledge of required material. 

· Employability Points/ Daily Work: 20 % of overall grade. Employability skills are those traits that are looked upon favorably by an employer: positive attitude, neat appearance, good work habits, etc. The Business Department at DCHS will help you develop these traits so that you will be better prepared for college or a career. 

Academic Integrity Expectations

Students are expected to abide by the Dooly County Board of Education and Dooly County High School Code of Conduct and regulation regarding academic integrity. Academic misconduct such as cheating and plagiarism will be reported and will have penalties imposed that will affect course grade. 

THE ABOVE POLICIES & PROCEDURES ARE SUBJECT TO CHANGE.

Parent Signature Page

Dear Parents/Guardians, 

After reading this syllabus, please sign below and have your student return this page to me. 

I have read the information in the course syllabus and understand that the course must operate in accordance with stated policies and procedures for the course, Computer Applications I, taught by Miss Stephanie Dale. I understand that this course is required to graduate from Dooly County High School. If my student fails the course, they will be required to repeat it. 
______________________________


____________

Student Signature






Date

______________________________
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Parent/ Guardian Signature
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