Business & Technology Course Syllabus

Teacher: Mrs. Amy Scroggs 
Room No. 314

Course Length: 1 year

Software: Microsoft Office 2019






Textbook:
No textbook will be assigned; however, information will be pulled for units from Office Skills:  The Finishing Touch published by South-Western, The Office:  Procedures and Technology published by South-Western, and Business Skills Exercises Workbook
Message from Teacher: I’m so excited that you are in my Business & Technology (BT) class. This is a great class in which I try to make learning business and computer skills fun and interesting. I encourage you to do your best at everything we do, and I look forward to having a great year with you. My door to you is always open and I will be glad to help you with anything you might need. Please feel free to talk to me about problems or concerns that may arise in class. If we work together, this can be your best year yet!

Description:
Business and Technology is the second course in the Business and Technology pathway in the Business Management and Administration cluster. Students enrolled in this course should have successfully completed Introduction to Business and Technology.

Business and Technology is designed to prepare students with the knowledge and skills they need to be successful in the business world of today and tomorrow. Mastery use of word processing and spreadsheets and the ability to apply leadership skills to make informed business decisions will be a highlight of this course for students. Publishing industry appropriate documents to model effective communication and leadership will be demonstrated through project based learning. Students will use MS Office 2016 to manage data while analyzing, organizing and sharing data through visually appealing presentation. 

Various forms of technologies will be used to expose students to resources, software, and applications of business practices. Professional communication skills and practices, problemsolving, ethical and legal issues, and the impact of effective presentation skills are enhanced in this course to prepare students to be college and career ready. Employability skills are integrated into activities, tasks, and projects throughout the course standards to demonstrate the skills required by business and industry. Competencies in the co-curricular student organization, Future Business Leaders of America (FBLA), are integral components of the employability skills standard for this course. 

Standards:
http://www.gadoe.org/Curriculum-Instruction-and-Assessment/CTAE/Documents/Business-and-Technology.pdf
Passes
Students may only leave the room with a pass from the teacher.
Rules & Regulations—

· Profanity, loud/excessive talking, horseplay, and other rude behavior is not permitted.

· Cheating/plagiarism will result in a grade of 0 (zero) and possibly an office referral.

· Be in seat, with supplies, and ready to learn when the bell rings.

· You are responsible for your work area - keep workstation and printer area free of trash and clutter.

· Respect classmates, instructors, substitutes and administration with the same respect you want us to give you.

Parent Contacts--I welcome and encourage parental involvement.  Meetings can be arranged for mutual convenience by calling the school at 468-5028 during regular school hours.  I can also be reached via e-mail at ascroggs@jasper.k12.ga.us or on my cell phone at 678-232-1421.

Make-up Work--Work missed as a result of a student's absence may be made up when the student returns to class.  If the absence is appropriately justified, the work will be graded.  It is the responsibility of the student and the parent to make arrangements for approved make-up work at the convenience of the teacher.  See student handbook for specific details about making up work.
Grading Policy: 
Practice work (Formative)=30%; Tests/Projects (Summative)=60%; Participation (Daily)=10%


For the year: 1st Semester Average=40%; 2nd Semester Average=40%; Final Exam=20%

Purpose and Benefits of Class: The Business & Technology class serves to teach a student the basics of business. The content included will prepare students for ANY type of job—not just in the business field.

Expectations:  I expect students to come in with a positive attitude each day.  I expect students to do their best on each assignment and be proud of the work they have done.
Jasper County High School

Computer Lab Access Agreement

1. When you are in a class in the computer lab, you are to be using the computers for their assigned purpose only. Your instructor will tell you what you should be doing during class time—make sure that you are doing it (and not playing games or surfing the net).

2. You are NOT to install ANY SOFTWARE on the computers for any reason.

3. You are NOT to DELETE anything unless it is your personal file. Deletion of application software or the data of another will be regarded as a serious offense. (See #6.)

4. Do not change any settings on the computers. The network has already been properly configured and tuned for best performance. Changing the settings (even the backgrounds) is NOT allowed. Remember that these machines belong to all students, not just to you, so don’t “personalize” the computers.

5. The following are crimes in the state of Georgia: knowingly causing another’s computer or network to malfunction; vandalizing the data of another; gaining unauthorized access to resources. Be aware that such actions may not only jeopardize your presence on this campus but also will make you liable for criminal prosecution.

6. System resources (printers, disk space, etc.) are to be shared among all students. Printing out your presentation outline or your source code is acceptable. DON’T print out a new copy of your work just because you changed a few lines of code or changed a few words in your draft. LEARN TO PROOFREAD ON THE SCREEN AND USE PRINT PREVIEW! Remember that in the lab there are other people who might also need to print something. PRINTING OUT PERSONAL MATERIAL THAT IS NOT RELATED TO SCHOOL COURSE WORK IS STRICTLY PROHIBITED!

7. Use of the school computers to copy licensed software is not only wrong but is highly illegal. Such activity will not be tolerated.

8. Remember that the use of any computer at Jasper County High School is a privilege, not a right. Paper and pencil are always an option.

I have read the above Business & Technology Course Syllabus and Computer Lab Access Agreement, understand them, and agree to abide by them. I understand that misuse of the Jasper County High School computer facilities may result in my not being allowed to use those facilities. Failure on the part of the student and/or the parent to sign this agreement will result in denied access to the computer labs at Jasper County High School.

Parent’s Signature ___________________________________________

Print Student Name __________________________________________

Student Signature ___________________________________________

Date ______________________________________________________
Revised 8/17/21

