WAYNE COUNTY HIGH SCHOOL

Cooperative Business Education—4th Period
2006-2007
INSTRUCTOR:  Judy Beaver

School Phone 427-1096, ext 322






Office Hours:  1:00 p.m. - 4:00 p.m.







E-mail: jbeaver2@wayne.k12.ga.us

TEXTBOOK:    The Office:  Procedures and Technology, 3rd edition, copyright 1998.
COURSE DESCRIPTION:  CBE provides students with a project-based approach for preparing for careers in office systems and support services.  Areas of instruction include human relations and interpersonal skills, communicating effectively, processing information and data, maintaining equipment and supplies, reprographics, organizing and planning, and managing financial functions and information.  Competencies for the co-curricular student organization, Future Business Leaders of America (FBLA), are integral components of both the core employability skills standards and the technical skills standards.  FBLA activities are incorporated throughout the course.
ARTICULATION:  Altamaha Technical College, BUS 106—Office Procedures  
CAREER OPPORTUNITIES:  word processor, data entry clerk, accounting clerk, file clerk, administrative assistant, office support specialist, office manager, medical records clerk, bank teller, and receptionist
COURSE STANDARDS:
Components of CBE

1. Learn policies and procedures of the CBE program.

2. Understand issues related to the workplace.

3. Demonstrate appropriate work ethics.

4. Participate in leadership activities through membership in FBLA.

Human Relations Skills
1. Set personal and professional goals.

2. Give and receive constructive criticism.

3. Identify effective stress management techniques.

4. Identify effective time management techniques.

5. Demonstrate the ability to interact appropriately with others in a business setting.

6. Demonstrate appropriate problem solving and decision making skills.

7. Demonstrate the ability to complete a project working with a group.

Business Communication Skills
1. Demonstrate the ability to listen effectively.
2. Demonstrate effective written communication skills.

3. Analyze written material.

4. Demonstrate effective oral communication skills.

5. Identify nonverbal communication skills.

6. Demonstrate the ability to use a telephone system effectively.

Employment Seeking Skills

1. Explore human resource functions in business.

2. Demonstrate effective career planning.

3. Compose documents relate to employment.

4. Complete employment forms.

5. Complete employment tests.

6. Apply appropriate interviewing techniques.

Software
1. Determine the most effective use of technology for solving common business applications.

2. Apply technology to common business applications using word processing, spreadsheet software, database software, presentation software, and telecommunications.

Administrative Support Occupation

1. Produce business documents following guidelines of mail-ability
2. Utilizing principles of ergonomics and effective time management, organize the work environment.

3. Identify appropriate business practices and procedures.

4. Plan and organize meetings and travel.

5. Select appropriate shipping and mailing services.

6. Perform basic accounting procedures.

7. Identify appropriate records management techniques.

8. Demonstrate ability to complete a project working within a group.

9. Utilize telecommunications to accomplish business tasks.

10. Demonstrate steps for completing projects using reprographics.

Management Functions
1. Explain importance of planning.

2. Demonstrate ability to develop management by objectives.

3. Manage human resources effectively.

4. Describe process involved in developing a budget for a business.

5. Analyze and apply appropriate leadership skills.

Information Management Functions
1. Apply effective project management techniques.

2. Demonstrate an understanding of the purpose, operation, and care of hardware and software.

3. Compare and contrast an intranet, internet, and extranets.

4. Obtain network certification.

Finance Functions

1. Analyze the financial operations of small and large businesses.

2. Explore the legal aspects of financial management.

3. Plan savings and investment programs for individuals and businesses.

4. Identify credit options available to individual businesses.

5. Explore the role of taxes in our economy.

International Business Functions

1. Utilize technology to locate cities, states, and countries throughout the world.
2. Research international business protocol and etiquette.

3. Identify international human resources management techniques.

4. Explain the global role of currency systems.
5. Evaluate international telecommunications options.

6. Identify international mailing and shipping procedures.

Functions of an Entrepreneur
1. Develop a business plan.

2. Identify financing options for new business opportunities.

3. Explore the legal environment of small business.

Necessary Supplies:  Bring to class everyday:  agenda, a pencil/pen, and notebook paper with notebook.  Notebooks will be kept in the CBE classroom, but should be utilized at home when preparing for an assignment or test.

CBE Course Grade

1. Students will be expected to participate in the student-affiliated FBLA organization.

2. Agendas should be brought to class daily and utilized according to instructions.

3. All assignments must be turned in before or on due date.  Unless prior arrangements have been made for extenuating circumstances, the work will not be accepted after the due date.

4. It is the student’s responsibility to check with instructor for make-up work. Make-up work should be scheduled the day a student returns to class.  Any work or test assigned before the student is absent should be made up on the day the student returns to school.  Students can make up assignments in the morning, beginning at 7:40 a.m. or lunch periods.  Computer tasks have to be completed at school and cannot be made up at home.
5. The CBE course grade will be determined according to the following:



Daily Grades/Quizzes

35%



Tests/Projects


40%


Notebook



10%


Semester Exam


15%

7.  Points will be added to the CBE course grade according to the number of merit points earned during the semester by participation in FBLA.



10-19 merit points  = 1 point added to average



20-29                     = 2 points



30+                         = 3 points

8. Notebooks will be checked during each semester for organization.  It is the student’s responsibility to maintain the organization of the notebook on a daily basis.

Daily Grades/Quizzes

Daily work will consist of quizzes and varied textbook and laboratory assignments.  Quizzes may be announced or given at random over material that has been presented in class.  Lab work will be assigned from texts or supplementary materials on a weekly basis.  Lab assignments will be picked at random to grade.

Tests/Projects
Objective tests, performance assessments, and projects will be given frequently during the year and will always be announced at least two days in advance.  When teams are assigned a project, students who are absent and do not contribute to the group on a daily basis will not receive credit for the project.  The student will be responsible for completing a project individually before a grade will be assigned.

Semester Exam

A comprehensive semester exam will be given at the end of the semester. The semester exam will be prefaced by ample review and preparation so that all students have the opportunity to do well.  
The last page of the syllabus should be returned to the instructor!  Please complete front and back.
I have read the attached grading system for the CBE course.  I understand that the CBE course grade for each six weeks grading period will be determined from this criteria.

__________________________________


______________________

Student Signature




    Date

__________________________________


______________________
  Parent/Guardian Signature



    Date
INTERNET STUDENT CONTRACT

Wayne County High School

Business and Computer Science Department

2006-2007
This contract is made between Judy Beaver (Instructor) and  ___________________ (Student).

Please read and initial beside each item listed below:
1. I understand that I do not have permission to “hack” the computer or network system.  This includes exploring the hard drive (C:), the Internet, anything unauthorized on the network, setting passwords, overwriting security or any other activity that I have not been “given rights” to do.  _____

2. I understand that I am bound to the school rules that include the Internet Safety/Computer Acceptable User Policy as stated in the student handbook.   _______

3. I understand that I will be issued a WCHS login username and password that will allow me to use student computers around the school.  I FULLY understand that I am responsible for keeping my username and password confidential.  ALL computer activity will be monitored and can be traced.  I understand that I will be held accountable for ALL computer activity performed under my login username AND files saved to any accessible location.  ______

4. I understand that the instructor or a substitute has the right to question my actions and can terminate my Internet access rights at any time. _______

5. I understand that I am NOT allowed to download music, files or games.  Also, I understand that I am not allowed to bring personal disks/CDs and use or download anything without permission. ______

6. I understand that I am NOT allowed to play music using Media Play or any other media source. _____

_____________________________

____________________

          Student Signature



                 Date

_____________________________

____________________

      Parent/Guardian Signature



       Date








