Allatoona High School  

Introduction to Business & Technology 
2019-2020 Course Syllabus
	Teacher   
	Mike Dennison
	Room #
	1111

	Email Address
	mike.dennison@cobbk12.org

	Teacher Web Page
	Go to Allatoona Home Page under CTAE and find my name.

	Teacher Tutoring
	Every Thursday @ 7:45a.m.  (unless a student schedules a time)


Course Description
Introduction to Business & Technology is the foundational course for Business and Technology, Entrepreneurship, 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. 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.
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.
Course Curriculum Content

Course Standards
	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


1.  Introduction to Technology

2.  Word Processing Applications

3.  Effective Communication Skills

4.  Introduction to the World of Marketing

5.  Entrepreneurship and Business Ownership
6.  Leadership and Management
7.  Accounting 101
8.  Money Management Basics
9.    Managing Risks
10.  Introduction to Human Resources

Instructional Materials and Supplies
	Published Materials
	Instructional Supplies

	Introduction to Business Management
Business Weekly Magazine

FBLA Resources


	Paper
Pen or Pencil



Evaluation and Grading

	Assignment Categories
	Grade Weights
	Grading Scale

	Classwork 

Final Exam

Homework

Projects

Quizzes/ Vocab quizzes
Unit Tests
	Formative Assessments
                      
· Participation/classwork/ Homework/ quizzes

Total                                                   40%

Summative Assessments
                       
· Projects/ Unit Tests 
Total                                                   50%

Final Exam
                             
Total                                                   10%

Total Course                                    100%


	A:   90-100


B:    80-89


C:   74-79


D:   70-73

F:     0-69



Other Information
	Expectations for Academic Success

1) Complete daily classwork assignments

2) Participate in discussions and ask questions

3) Participate constructively as a team member

4) Problem solve and accept challenges

5) Challenge yourself to continuously improve

Bring all material necessary for class.


CLASS EXPECTATIONS

· Be on time to class and be in your assigned seat when the bell rings. Daily attendance is extremely important for a successful semester.  Please refer to the attendance policy in the student handbook and the policy for making up work. It is your responsibility to make-up work when you return from an excused absence. 
· Tardy rules will be enforced as printed in the student handbook.
· Assignments are posted weekly on the network.  Check on a weekly basis.
· Absolutely NO food or liquid drinks in the classroom. Water is a liquid and therefore is NOT permitted. 

· Respect other’s feelings – no put downs.  Disrespect to the instructor or to your classmates will not be tolerated and absolutely NO profanity!
· Take care of personal needs before class.  Do not put on make-up, comb hair etc. in the classroom.  You will not be able to leave class.  Strictly Enforced! Time between classes is allotted for bathroom breaks.
· Students are to remain in their assigned seat at all times. There will be no gathering at the door before the bell rings.  
· Proper disciplinary procedures will be taken for inappropriate searches on the Internet and destruction of school property as stated in the student handbook. 
· Students are not allowed to play computer games such as Solitaire. Computers are used for instruction purposes ONLY. 
· Downloading programs or games from the Internet is prohibited.
· Dress code will be heavily enforced in this class.  Please refer to dress code as outlined in the student handbook.  
· No Cellphones out in Class! Unless Teacher expresses you need them for class.  All Cellphones will be put in a Cellphone pocket assigned by number on the door at beginning of class.
· 1st Offense Cellphone will be taken up and kept in file cabinet until end of class and parent will be emailed.
· Any Offense after the 1st will abide by Allatoona Handbook.
DAILY ASSIGNMENTS

· Students are responsible for bringing proper writing utensils (blue or black ink) and notebook paper to class on a daily basis. We do take notes in this class! 

· Students must leave their workstations in an orderly manner. 

· To comply with Cobb County School Improvement Goals and GHSGT Standards, students will also be required to practice writing techniques, mathematics, and Language Arts competencies throughout the semester. 

Makeup Work Policy

Students are able to make work for any excused absence, this includes ISS or OSS. The student has to make up missing assignments within the time frame that they were absent or they will receive a zero for the assignment. For example, if a student has two consecutive excused absences, they will have two days, plus 1, upon return to school to make up their work. It is the students’ responsibility to ask for makeup work and arrange time with teacher to complete their assignments. 

Do Over Policy

The “Do Over” is a reassessment where re-teaching, practice, and tutoring must be completed to be able to re-assess

In order for the student to take advantage of the “Do Over” to improve a major assessment, the following requirements must be met:

· Attempt the original assessment

· Prepare for and attend 1 tutoring session with their teacher

· Complete all assignments that support the instruction prior to the initial assessment

· Participate in the second offering of the assessment to have the opportunity to replace a grade with a maximum of a 70. 

(Students will receive the higher of the two grades up to a 70.)

· Timeline: The “Do Over” time frame is 5 school days from the date the assessment was returned to the class.

· The second assessment will be the same format as the original assessment but a different version. (example- multi-choice format, or essay format)
Late Work Policy

For everyday a classwork or project assignment is turned in late 10 points will be deducted from your overall grade.
AHS INTERNET POLICY:  Internet access is available from all student stations in the Media Center.  Student Internet use requires prior permission from a Media Center staff member and is allowed for educational purposes only.  Multiple web-based research databases, such as GALILEO, Grolier Online, Gale Literature Resource Center, and Electric Library Classic, are provided for school and home use.  “Surfing” and use of search engines and e-mail are not permitted in the Media Center without the express permission and supervision of the student’s teacher.


Use of the Internet provides great educational benefits to students.  Unfortunately, however, some material accessible via the Internet may contain items that are illegal, defamatory, or potentially offensive to some people.  Access to the Internet is given as a privilege to students who agree to act in a considerate and responsible manner.  We require that students and parents or guardians read, accept, and sign the following rules for acceptable online behavior.

1.
Network storage areas may be treated like school lockers. Network administrators may review files and communications to maintain system integrity and ensure that users are using the system responsibly.  Network files are not private.  Student use of NCHS technology will be for educational purposes only.  Unless the student receives prior permission and supervision from the student’s teacher or other appropriate school personnel, the student shall not use Cobb County School District’s technology or access the Internet.

2.
The following are not permitted at AHS:


a.
Sending or displaying offensive messages or pictures.


b.
Accessing of e-mail.


c.
Accessing of chat rooms.


d.
Game playing or viewing music videos.


e.
Downloading of files to any drive without teacher permission.


f.
Students may not use a Flash drive in the classroom without permission from a teacher or use a Flash                    

drive in the Media Center without permission from the Media Center staff.  


g.
Violating copyright laws.


h.
Using the password or login of another student.


i.
Trespassing in another’s folders, works or files.

j.
Intentionally wasting limited resources, including through the use of “chain letters” and messages broadcasted to mailing lists or individuals.


k.
Employing the network for commercial purposes.


l.
Revealing personal address or phone number of you or any other person on the Net.


m.
Accessing Instant Messaging programs.

n.
Damaging computers (including the default settings), computer systems, or computer networks.

o.
Students will not be allowed to view sites in any language other than English (unless directed by instructor).

3. Parent contact will be made on the 1st offense and if necessary the student will receive an administrative referral.

4. Violations may result in a loss of computer access as well as other disciplinary or legal action.

Course:  Introduction to Business and Technology

Class Period:  ____________
A parent or guardian signature below indicates that you have fully read and understand the course syllabus for Mr. Dennison’s course as described. Please have your student return this signed form as soon as possible. 

	Student Name:                          

	Student Signature:

	Parent/Guardian Signature:                                                       Date:

	Work Phone:                                               

	Home Phone:                     

	Parent Cell Phone:                     

	Parent E-mail (please print if available):
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