LaGrange High School
Introduction to Business Technology Syllabus

Course Title
Introduction to Business Technology
Term
 2014-2015
Teacher
Laura L. Carroll
room #
E100
	Email Address


	carrollll@troup.org


	Teacher Support


	Thursday 3:30-4:30 or by appointment.


Course Description
Introduction to Business & Technology is the foundational course for the Administrative Support, Small Business Development, and Human Resources Management pathways. The course is designed for high school students as a gateway to the career pathways above, and provides an overview of business and technology skills required for today's business environment. Knowledge of business principles, the impact of financial decisions, and technology proficiencies demanded by business combine to establish the elements of this course. Emphasis is placed on developing proficient fundamental computer skills required for all career pathways. Students will learn essentials for working in a business environment, managing a business, and owning a business. The intention of this course is to prepare students to be successful both personally and professionally in an information-based society. Students will not only understand the concepts, but apply their knowledge to situations and defend their actions/decisions/choices through the knowledge and skills acquired in this course. Employability skills are integrated into activities, tasks, and projects throughout the course standards to demonstrate the skills required by business and industry. 

Various forms of technologies will be highlighted to expose students to the emerging technologies impacting the business world. Professional communication skills and practices, problem-solving, ethical and legal issues, and the impact of effective presentation skills are taught in this course as a foundational knowledge to prepare students to be college and career ready. Introduction to Business & Technology is a course that is appropriate for all high school students. After mastery of the standards in this course, students should be prepared to earn an industry recognized credential: Microsoft Office Specialist for Word Core Certification. The pre-requisite for this course is advisor approval
Text and Software: Different texts will be provided, the primary software use for this course includes Office 2010, and various free, downloadable and/or browser-based software will be utilized throughout the course to allow students to transfer skills in class to applications outside of classroom. 
Due to the nature of the course, most resources will be online or handed out by the teacher as needed. The teacher’s web address for the class is:  http://businesslc.weebly.com/
	Materials and Supplies: Students are provided network space to save course work and for class projects. Students should bring the following supplies to class: 

1. Writing utensil (pencil or pen) 
2. Although not required, a flash drive would be very beneficial.
3. Headphones would also be beneficial for listening to online tutorials.

COURSE STANDARDS

IBT-1 Demonstrate employability skills required by business and industry. 

IBT-2 Apply technology as a tool to increase productivity by creating, editing, and publishing industry-appropriate documents. 

IBT-3 Master word processing software to create, edit, and publish professional-appearing business documents. 

IBT-4 Analyze and integrate leadership skills and management functions within the business environment.

IBT-5 Demonstrate understanding of the concept of marketing and its importance to business ownership. 

IBT-6 Use professional oral, written, and digital communication skills to create, express, and interpret information and ideas. 

IBT-7 Demonstrate an understanding of entrepreneurship through recognizing a business opportunity, how to start a business based on the recognized opportunity, and basics of how to operate and maintain that business.

IBT-8 Understand, interpret and use accounting principles to make financial decisions. 

IBT-9 Develop effective money management strategies and understand the role and functions of financial institutions.

IBT-10 Research and interpret the various risks involved in operating a business while determining the role of insurance for a business.

IBT-11 Examine basic human resources and the legal aspects of a business while incorporating the methods into business practices.

IBT-12 Explore how related student organizations are integral parts of career and technology education courses through leadership development, school and community service projects, entrepreneurship development, and competitive events.
UNITS/TOPICS

Semester 1: 

1. Introduction to Technology 

2. Word Processing Applications 

3. Effective Communication Skills 

4. Introduction to the World of Marketing 

5. Entrepreneurship and Business Ownership 

Semester 2: 

1. Leadership and Management 

2. Accounting 101 

3. Money Management Basics 

4. Managing Risks 

5. Introduction to Human Resources 

Internet Usage in Class Setting: In order to enhance student learning, students will use the Internet daily as a resource tool for this class. While in a Business and Computer Science lab, students will comply with all Troup County Schools guidelines. Failure to follow county mandated guidelines would result in punishment that ranges from loss of privileges to administrative referral. All students and parents are required to sign acknowledgement of Internet guidelines prior to a student using the Internet. 

Future Business Leaders of America (FBLA)
Competencies in the co-curricular student organization, Future Business Leaders of America (FBLA), are integral components of both the employability skills standards and content standards for this course.
All students enrolled in a Business Education Pathway course will sign up for an annual membership in FBLA. This is in correlation with all courses’ last standard regarding student organizations/FBLA. The dues for membership are $15, and an additional $10 ($25 total) if the student would like to opt for the club t-shirt. To defray the cost, students will sell individual FBLA Family Movie Night Passes for $15 (this pays their dues) for 10 movies to be hosted either in Mrs. Buchanan’s classroom (F101), or in the auditorium if we can reserve it. 
Checks should be made out to “LaGrange High School” (“FBLA FMN pass” in memo line). A receipt will be given to the student upon payment of dues. 
The FBLA Family Movie Night Pass will consist of one (1) movie a month for the 10-month 2014-2015 school year (August-May), which would include one free cup of popcorn and one soda/bottled water at each movie screening. (That breaks down to just $1.50 per screening; that's a bargain).
 

The predetermined movie list contains all G, PG, or PG13 movies themed appropriately for each month. 
The FBLA FMN pass is an official, laminated card that may be used for the student, or they can sell passes to other students, family members, etc. (Passes are non-transferable; meaning they will be issued to an individual and only that individual may use the pass). 
Additional beverages and snacks will be sold from the FBLA Café. (Popcorn and beverages are $1 each. Please, no outside food or drinks. We appreciate the support of our FBLA Café, and welcome suggestions for snacks to sell). 
Tentatively, the movie dates are:

Aug.22, Sept.26, Oct.17, Nov.14, Dec.12, Jan.23, Feb.27, Mar.13, Apr.17, and May 8.
                           

Grading: Grades will be classified and weighted as follows: 



	1. Class I - 40% (unit tests, mid unit tests, benchmarks, major projects, essays, performance tasks, etc.)

2. Class II - 30% (quizzes, minor projects,

Grading Scale

90-100

A

80-89

B

70-79

C

69 and below

F

       minor writing assignments, vocabulary quizzes, etc.)

3. Class III - 10% (homework, classwork, participation,

       signed papers, etc.)

4. Final Exam/ EOCT- 20%  
Teachers will not enter in gradebook a grade less than 40 for any work attempted. If a student scores below a 40 for a grade, the actual grade should be placed in the comments area. Students will receive a “0” for work not attempted. This includes but is not limited to: not turning in the assignment, not filling in any answer blank, filling in answer blanks with answers not related to the topic, bubbling a scantron/HALO in a pattern or with all one answer, answering less than half of a test, etc. Final grades will not be less than 40. Work submitted where a student has either cheated or plagiarized will receive a 0.

At the end of each nine weeks, teachers within their building will administer a common performance assessment (replacement test/project) over all standards that have been taught during that time as a replacement grade. The replacement test score will replace one Class I or Class II grade in the position where it will have the most positive impact. If the grade fails to positively impact the student’s average, then the replacement grade will not be used.

Make-up and Incomplete Assignments:

Students are encouraged and allowed to make up all missing work due to absence. Students who are absent, regardless of reason, may schedule to make up any work missed within five days of their return to school. This includes In School Suspension (ISS) and Out of School Suspension (OSS). (Refer to Board Policy IHA)  If a student is present and fails to turn in work, the student may submit the work based on the teacher’s discretion and classroom policy.

If a student does not complete an assignment during class time, the student should initiate before or after school arrangements with the teacher to finish BEFORE THE DUE DATE of the assignment. This is an extremely project based course, so it is very important for students to work diligently in class on the projects or it is very easy to fall behind.



	Tardy Policy: Students are expected to be in their assigned seat when the tardy bell rings. Students who are tardy will be disciplined according to school tardy policy. 



Attendance: Students are expected to be in class daily. If students are absent, it is the student’s responsibility to ask what assignments were missed.  I encourage each student to find a “work buddy” or someone that can tell them what they missed.
Classroom Guidelines and Expectations: To be successful in class, students should follow these guidelines:

1. Students should give 100% to each assignment and project. 

2. Student should respect themselves, the teacher, and the equipment at all time in the lab.

3. Upon entering class, students should check white board for daily class start-up activity. 
4. Be in assigned seat when the tardy bell rings. 

5. Listen—follow directions the first time.

6. NO adjustments or changes should be made on any computer part. (NO EXCEPTIONS)
7. Know and practice emergency procedures and safety rules.

8. NO food or drink in the computer lab. 

9. Students are expected to participate in ALL class activities.
10. Students are expected to create their own work. No cheating is allowed in this class. No copying of students files. No editing other student files to be your own. No plagiarism of any work from other students or the Internet will be tolerated in class.  Appropriate discipline for violation of school rule will be followed in this course. 
11. Bring needed materials to class every day—including course notebook, agenda, and writing utensil. 

12. Students should not listen to music, watch videos, or play internet games on the computer while in class unless part of class assignment or unless teacher has given them free time. 

13. Students should hand in assignments on time. 

14. If student needs additional time to completed assignments and projects, arrangements should be made to come in before or after school to complete class work.

If a problem with computer is found because of failure to follow rules, student will be sent immediately to an administrator for disciplinary action.

Positive reinforcement:  Praise, Email, Good News Cards, Awards, etc. are issued to the student as means of positive reinforcement. If the student chooses NOT to follow the discipline plan, the following steps will be taken:

1st offense:  Verbal warning


2nd offense: 
Teacher & student discussion; parent notification
3rd offense: Administrative referral

Severe clause: Immediately referred to Administrator

All items are subject to change without proper notification.

By signing below, you acknowledge that you have read and understand the syllabus for Introduction to Business Technology.
______________________________________
______________________________

Student Signature




Date

______________________________________
______________________________

Parent Signature




Date

Parent Email: ___________________________________________________________________________

Parents are encouraged to communicate with the teacher through email at carrollll@troup.org

All career and technical education programs follow the system’s policies of nondiscrimination on the basis of race, color, religion, national origin, sex, age, and disability in all programs, services, activities, and employment.  In addition, arrangements can be made to ensure that the lack of English language proficiency is not a barrier to admission or participation.
Syllabus, Introduction to Business Technology
Page 5 of 5

