BUSINESS AND COMPUTER TECHNOLOGY
SYLLABUS
Welcome to Business and Computer Technology Class, my name is Ms. Welsh. In this course students will learn the fundamentals of computers and day-to-day business operations through real life experiences. We will be working on projects, business and computer terminologies, keyboarding skills, marketing/promotions, creating various marketing materials and introducing some basic elements of finance.
Objective 
Computer: This course is designed to provide a basic overview of computer technology and to introduce students to the basics and foundations required for today’s business environments.  Emphasis is placed on developing proficiency with keyboarding and fundamental computer applications, so that they may be used as communication tools for enhancing personal and work place proficiency in an information-based society. Students will use the computer to create spreadsheets, presentations and correspondence by using Microsoft Office Suite.
Business: This course will focus on students to think with an open-mind; develop communication, technology, marketing and leadership skills, and at-the-same time learning the fundamentals to operating a business. Students will be “hands-on” using technology as a resource to develop and motivate their learning experience.
Teaching Goals

 Students will have the basic concept of problem solving and decision-making skills by using Microsoft Word, PowerPoint, Excel and other applications that will enable students to improve and apply their skills to their core curriculums.
Imagine Schools pride themselves on “Character Development”. The business and computer class will support ISL initiatives by ensuring students demonstrate leadership character traits, such as Respect, Ethics, Trustworthiness, Responsibility, Caring, Fairness and Good Citizenship. 
Through teamwork and small group activities, students will improve their communication skills in reading, writing and listening.  
Be positive, enthusiastic and proactive at all times.  
Expectations 
Entering Business and Computer Technology Class, every student is an A+.   Students are 100% RESPONSIBLE for their:

· Attitude

· Achievement

· Articulation

· Actions
BE PUNCTUAL

BE PREPARED

     BE PRODUCTIVE

BE POLITE
As your teacher, I am responsible for your successful completion of the class, by providing a learning environment where all students are expected to achieve their full potential.   
Classroom Consequences
1. Verbal Warning

2. Email home and consultation with me

3. Phone call to parents and detention
4. Referral

My Philosophy
Every student is a unique individual that has different learning styles such as, hands-on (kinesthetic), visual and audio. Students need a stimulating and secure environment where they can learn, grow and mature. As their teacher, I strive to motivate, care for and teach respect.  My classroom will support and invite sharing ideas…..each-one-teach-one!
Acceptable Computer Use Policy
I emphasize that all students will respect and abide by ISL computer use policy. They are responsible for any information viewed, sent, and received via internet. Students should use the computer with proper care and function of the equipment. ONLY school related information and images are allowed with teacher’s permission.
Any student found damaging ISL hardware or software intentionally will be cited for school property mistreatment.
Students are not allowed to download files from the internet, alter, change or delete any information on the computer unless permitted. Respect data created by other student’s. 

DO NOT: 
1. Check personal email

2. Visit Facebook or any other nonrelated school websites
Missing Assignments

See website for assignment(s) missing. Work will not be accepted if it is more than a week late unless there are extreme extenuating circumstances.  Please speak with me if you know that there is a possibility of a challenge ahead.
Required Materials
· 1 ream of copy paper
· USB Flash drive (if you don’t already have one)
· 1   1”  Ring Binder (with front clear cover) and dividers
· 1 Plastic pocket folders
· 1 box 24 Crayola Crayons or Color Pencils
· 2 composition note books

· 2 Glue sticks

· Calculator (if you don’t already have one)

GRADE DISTRIBUTION
Assignments/Projects 50%

Homework/Quiz 25%

Bellwork/Class Participation 25%
GradING SCALE
90 – 100 =A

80 – 89 = B

70 – 79 = C

60 – 69 =D

Below 60 = F


I  __________________________, the parent/guardian of ________________________, have read and reviewed with my child the above rules and requirements for this business and computer class.  Please sign below and return to your teacher.
Parent/Guardian signature ______________________________________
Date: _____________
