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Business Computer Technology



Grades: 9-12 

Ideal for students seeking to increase computer terminology, hardware, software, operating systems, and technology relating to the business environment.  Includes the historical development of the computer, processing concepts, number systems, information systems, and career opportunities.  The main focus of this course is on business applications of software, including word processing, spreadsheets, databases, presentation graphics, and business-oriented utilization of the Internet.
The goals of this class:

· Have a working knowledge of the entire keyboard using touch typing
· Communicate through the use of business letters, personal-business letters, faxes, memorandums, e-mails, and simple reports completed using Word.
· Analyze financial information with the use of Excel functions

· Create an effective presentation using PowerPoint

· Navigate and Internet using MS Explorer and various search engines

· This class is an introduction to the CIS (Computer Information Systems) course

Course Textbooks/Materials

Computer Software:  Microsoft Office XP (Word, Excel, PowerPoint), Windows XP

Textbooks:  Century 21 Computer Applications and Keyboarding
Major Course Assignments

                                                                                    Approximate Weeks
Introduction to Keyboarding
on going 
Correspondence
4

    Letters/Memorandums/E-Mail/Resume

 Reports
4
     Unbound/Leftbound/Topbound
Tables

      Horizontal and Vertical Centering
2
PowerPoint/Excel/Accounting/Speedwriting
4
Grading and Assessments (Tests and Quizzes)

Daily activities including assignments, quizzes, written and practical, and projects.
Contact Information:

Email- cshelton@abs.misd.net
Website address- http://anchorbay.misd.net/schools/highschool/ 

Phone- (586) 648-2525, voicemail available: 7780
Conference Hour: Before School or in the Nautical Shoppe during all lunches

Classroom Expectations:

· Our classroom is a place of learning.  Therefore, you should come to class with the proper items for learning, such as a writing utensil and paper if you wish to take notes on any topic.  You should also be attentive during instructional time and give your best effort on all assignments.  Lastly, we are all responsible to make sure that our actions do not distract others in the class from being able to learn.

· Our classroom is a safe environment.  Each student deserves to feel safe expressing his or her thoughts and feelings in the context of our material and the learning process.  Therefore, there will be no taunting, put downs, or unkind teasing tolerated.

· Our classroom is a place of respect.  As a teacher I will treat each of you with respect.  I expect that you will treat me, as well as each of your classmates, with the same respect.  Therefore, we will not interrupt when others are speaking, we will not take or use things that belong to other people, and we will be considerate of one another’s feelings.

· Our classroom is a part of the larger Anchor Bay High School community.  Therefore, we will not do anything in our classroom that would be a distraction to the ability of other students to learn and other teachers to teach.  We will also treat the building, the classroom materials, and the other individuals in the building with respect.  

· Please observe the expectations of ABHS as delineated in your student handbook.  (available on line)

· No food or drinks allowed in the classroom, except bottled water.
· Please observe the expectations of ABHS as delineated in your student handbook.  (available on line)

Classroom Procedures:
Seating Chart: There will be a seating chart for this class.  You are expected to sit in your assigned seat everyday, unless otherwise instructed.
Paper Headings: All papers will be put in the teacher’s drop box listed with the student’s last name.

Late Assignments: No assignment turned in to me late will receive full credit.  However, you will be able to receive partial credit.  You may turn your assignments in ONE DAY LATE ONLY, and you will receive 50% of the points earned.


If you are in the building at ANY time on the day that an assignment is due but you are not in class, your assignment is still due on the assigned due date.  If the assignment is turned in the next day, it will be considered late.

Tutoring Opportunities: Upon student’s request
What are the student’s responsibilities if they are absent: In the event that you are absent, the assignments that you missed will be found in the Daily Assignments on the board.  You will be responsible for completing these assignments.  Also, I will be happy to explain the assignments and any other information that you missed at an appropriate time, i.e. before school or when the class is working quietly on an assignment and I am free to speak with you.

Tardiness: You are tardy if you are not in the classroom at the completion of the tardy bell.  Please do not try to split hairs over tardiness.  Instead, be proactive in planning your daily routines so that you can get in the habit of being punctual to class.


In the event that you are tardy, you will be asked to sign in on the tardy sheet.  We will follow the Anchor Bay High School tardy policy.

Class Dismissal: The bell does not dismiss you at the end of class.  I will dismiss you.  You must be in your assigned seats until I dismiss you.  DO NOT LINE UP AT THE DOOR BEFORE THE BELL RINGS – YOU MUST STAY SEATED UNTIL THE BELL RINGS.
Computer Usage Policy

Your student’s signature and your signature on this document constitute the students warning. Without this document your student will not be allow to use the computers in the Computer Classroom.

First Infraction:

1)
If they are caught doing any of the prohibited behaviors they will be giving a failing grade on the assignment they we working on.

2)
They will be removed from the computer for the remaining time the class is working on that assignment.

3)
They will receive a redirection assignment to get their attention back where it should be, for which they will receive partial credit to replace the failing assignment grade.

Second Infraction:

1)
If they are caught again doing any of the prohibited behaviors they will be giving a failing grade on the assignment they we working on.

2)
They will be given a referral to the office for a minor infraction and depending on where the student is at in the progressive discipline, will receive the correct consequences. (i.e.: detention, suspension)

3)
They will be removed from the computer for the remaining time the class is working on that assignment and an additional 5 days.

4)
They will receive a redirection assignment to get their attention back where it should be, for which they will receive partial credit to replace the failing assignment grade.

Third and Final Infraction:

1)
If they are caught a THIRD time doing any of the prohibited behaviors they will be giving a failing grade on the assignment they we working on.

2)
They will be given a referral to the office for a minor infraction and depending on where the student is at in the progressive discipline, will receive the correct consequences. (i.e.: detention, suspension)

3)
They will be removed from the computer for the remaining time left in the card marking.

4)
They will receive a redirection assignment to get their attention back where it should be, for which they will receive partial credit to replace the failing assignment grade.

These consequences are believed to be fair. Your student will not be allowed to use the computers in this classroom until this letter has been signed by both you and your student and returned to the instructor.

If you have any questions, Mrs. Shelton can be reached via e-mail at egunst@abs.misd.net or by phone at 586-648-2525 voice mail extension 4337. Thank you for your cooperation in this matter.
Grading Policy
100-93 is an A



76-73 is a C

 92-90 is an A-



72-70 is a C-

 89-87 is a B+



69-67 is a D+

 86-83 is a B



66-63 is a D

 82-80 is a B-



62-60 is a D-

 79-77 is a C+



59-0 is an E


Per district policy, semester grades are computed by averaging the first and second marking period plus final examination grades in the following proportions:




Exams 20%

Marking Periods 40%

Concluding Thoughts:
I anticipate that we will have a full and rewarding semester of learning together.  I look forward to working with each of you.  Each of you will contribute your unique qualities to our classroom community and we will all grow as a result of one another.
***SAFETY IN THE CLASSROOM IS THE #1 PRIORITY FOR EVERYONE***


It is our job to teach you as much as we can. We cannot teach if the student is not in class. Some work, such as missed demonstrations, lectures/notes, shop work, etc. can not be made up at home. Every day the students’ misses could affect their grade because of missing opportunities and missing assignments. If there are ever any questions, please feel free to come and see the instructor. We are available after school, almost every day by arrangement. Remember, COMMUNICATION is key.


Please remember the equipment we will be working with is very expensive. If something is broken because the student is negligent, or just not being careful, or “goofing around”, the student will be responsible for the cost to repair or replace it.

Again, thank you for your cooperation.

Sincerely,

Mrs. Shelton
You may return just this portion of this sheet, so you may keep the course guide for your record

I have read and understand these rules. 

____________________________________________

________________________
Student Name Printed





Date

____________________________________________

________________________
Student Signature





Hour

____________________________________________

________________________
Parent or Guardian Name Printed



Date

____________________________________________

________________________
Parent or Guardian Signature




Preferred phone number









or e-mail address
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