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Purpose

The purpose of this course is to assist students in making informed decisions regarding their future academic and occupational goals and to provide information regarding careers in the Business, Management, and Administration career cluster. The content includes but is not limited to instruction in intermediate keyboarding, intermediate word processing, intermediate electronic presentation, intermediate computer hardware, intermediate Internet, introductory spreadsheet, and soft skills for business applications. 

Instruction and learning activities are provided in a laboratory setting using hands-on experiences with the equipment, materials and technology appropriate to the course content and in accordance with current practices. 

Laboratory Activities

Laboratory activities are an integral part of this program. These activities include instruction in the use of safety procedures, tools, equipment, materials, and processes related to these occupations. Equipment and supplies should be provided to enhance hands-on experiences for students, including access to computers and appropriate software. 

Career Planning

The career and education planning course required by Section 1003.4156, Florida Statutes, has been integrated into this course. This course must include career exploration using CHOICES or a comparable cost-effective program and educational planning using the online student advising system known as Florida Academic Counseling and Tracking for Students at the Internet website FACTS.org; and shall result in the completion of a personalized academic and career plan. 

Standards
After successfully completing this course the student will be able to perform the following: 

01.0 Develop and apply keyboarding skills utilizing current technology. 
02.0 Develop and apply word processing skills utilizing current technology. 
03.0 Develop and apply electronic presentation skills utilizing current technology. 
04.0 Identify and understand computer hardware. 
05.0 Perform activities using the worldwide web. 
06.0 Develop and utilize business-related soft skills. 
07.0 Develop and apply spreadsheet skills. 
08.0 Describe how information technology is used in the Business, Management and Administration career cluster. 
09.0 Use information technology tools. 
10.0 Identify components of network systems
11.0 Describe and use communication features of information technology

Course Description:

This course is designed to provide instruction in intermediate keyboarding, intermediate word processing, intermediate electronic presentation, intermediate computer hardware, intermediate Internet, introductory spreadsheet, and soft skills for business applications. These competencies provide the skills necessary to ensure increased productivity and efficient utilization of equipment. 

STUDENT EXPECTATIONS
1. You are responsible for your computer during the time you are in the classroom. You are not to touch anyone else's computer equipment, including the mouse, keyboard, CPU, cords, etc. You are not to connect or disconnect any equipment without permission.

2. When you come to class, a bell ringer and the daily class objective will be on the board. Read the daily objective, then immediately begin work on the bell ringer.
3. You are to remain seated at all times. You must have permission to be out of your seat for any reason. This includes going to the pencil sharpener or the trash can.
4. During class discussions, only one person is to be speaking at a time. If you have something to add or if you have a question, always raise your hand and wait to be addressed.
5. During computer exercises, soft talking will usually be allowed if it is about the assignment.
Technology Use

 Each student must sign an “acceptable use policy” before using the Internet. Students may use the Internet only under the supervision of the classroom teacher. Any misuse of the computer will result in a possible “detention”, and/or privileges’ may be removed from the student.
The following websites are very important to the Computer Applications in Business/Career Planning and are utilized on a daily basis.

· Teacher Website:
All classwork, projects, and home-learning activities will be posted here. Students ARE ALLOWED to complete assignments at home if necessary.
http://wileycomputerapps.weebly.com
· Edmodo 
Edmodo is a collaboration site for teachers and their students. Parents can sign up as well. Students are responsible for uploading assignments to a folder they will create in class. 

http://edmodo.com/
· Typing
In order to meet Florida State Standard 01.0 listed below related to keyboarding skills, we will utilize a program called typing.com. Typing.com is a free online typing tutor & keyboarding tutorial for typists of all skill levels. Students will register for an account in class and will be responsible for completing at least one lesson per week for home learning. Class time will be given on occasion.
http://www.typing.com
01.0 Develop and apply keyboarding skills utilizing current technology.
The lessons will be broken down as follows:

1st 9 Weeks – Course: Beginner (9 Lessons)

2nd 9 Weeks – Course: Intermediate (9 Lessons)

3rd 9 Weeks – Course: Advanced (6 Lessons)

4th 9 Weeks – Course: Specialty (6 Lessons)

There are additional lessons, but we are only focusing on the lessons that are “free”.
· Tween Tribune
TweenTribune is a daily news site for tweens and teens – where they'll find the most compelling, relevant and interesting news. Stories are selected by professional journalists working closely with teens, tweens and teachers. Teens and tweens can post comments, with all comments moderated by their teachers before they are published. Teens and tweens produce 99 percent of the content as a means of keeping them engaged. I will create an account for all students in class.
 Computer Lab Rules:

1. Students are not allowed to enter computer lab with open bottles (water, soda, etc.) or milk cartons.

2. NO food or drinks permitted in lab, this includes candy, and gum.
3. NO electronic devices used during instructional times unless permitted by teacher.

4. Marking on desk and/or destroying school property is prohibited. 
5.  Be mindful and respectful to the teacher and each other.
MATERIALS NEEDED

· School Agenda
· 3-ring binder with 5 dividers

· Notebook paper

· Ear buds
· Pens/pencils
· USB flash drive

STUDENT’S ACADEMIC RESPONSIBILITIES:

Class participation is the key to success in a Computer Applications in Business and Career Planning Class. It is necessary for every student to attend on time. Upon entering the class, students are required to check the white board for daily assignments such as “Bell Ringers”. Students will have 10-20 minutes to complete an assignment and credit points will be given. 

The student is responsible for completing, individual/collaborative assignments. The student is responsible for requesting missed assignment(s) as a result of excused absences. All assignments will be posted on my class website: http://wileycomputerapps.weebly.com
Failure to request and complete the assignment upon his/her return to class will result in Z grade (0). The student is responsible for completing any homework assignments. 
Parents/Guardians: Please do one of the following to let me know that you have read through the class syllabus. 

· Send me an email that tells me you read the syllabus. My email address is at the top of the syllabus. Make sure you let me know who your child is in your email.

· Sign this paper below and have your child show it to me.

· Write me a note in your child’s agenda/assignment planner that tells me that you read the syllabus. 

· Send your child a text that says something like, “Don’t forget to show this text to Ms. Wiley so she knows that I read the syllabus.” I will let your child show me the text on their phone with my permission during class.

_____________________________                                       _____________________________

Student Signature, Date                                                                       Parent Signature, Date

2

