Welcome to CareerTech!
Instructor:  Ms. Biehl
Email:  andreabiehl@choiceschools.com
Room:  203
Requirements:  Students must bring a writing utensil and notebook everyday!
With this syllabus, you will become acquainted with the CareerTech Lab, my expectations from you as a student, and what you can expect from me as your teacher.

Welcome to CareerTech!  This is an exciting opportunity to learn career and technology skills in our technology lab.  In the employability unit, you’ll be creating a resume, cover letter, and reference sheet.  You will also be taking a closer look at the career pathways and developing a career research paper based on your pathway.  There is also a personal finance unit where you will learn about money management and reporting taxes.  In addition, this course will focus on developing employability skills and will operate in many of the same ways that an actual job would operate.
Career Modules
Part of this course uses a modular, hands-on approach as an introduction to careers utilizing technology.  You will explore the fields of Construction Technology, Multimedia Production, Communications Technology, Manufacturing Technology, Graphic Design, Computer Animation, Web Design, and Video Editing.  You will be introduced to prospective careers in each of these areas as you progress through the rotations, and will satisfy local, state and national outcomes.  You will work individually and in teams of twos and fours.  

How quickly you learn in this program will depend on you!  You will need to meet the goals that are set for you each day.  As long as you don’t fall behind your goal, you will be ok as far as productivity goes.  If you are behind, you need to work quicker/harder and stay on task.  If you are ahead, it may indicate that you are skipping some activities, or that you have missed something.  If your partner is absent, you need to continue working.  It is their responsibility to come in on their own time and make up work.  Work in the CareerTech Lab can only be made up before and after school.
At your desk you will find textbooks, computers, and other supplements to assist you in the learning process.  I will facilitate your learning experience and coach you through the modules.  I will not do your thinking for you, nor will I provide answers.  It is your obligation to successfully complete each module and satisfy all requirements.  You have all the tools to properly complete each module so it may take some problem solving on your part.  If you really need help, after looking through the module guidebook or text, and after consulting someone who’s already been on your module, then please ask me for assistance.  I will be facilitating instruction each day and will not be able to provide one-on-one time with everyone everyday – there’s only one of me so please be patient!  
When working in the modular laboratory, you will find that I do not give many lectures for the entire class.  Instead, I will be coaching and facilitating your education at your desk as the need arises.  As your team completes an activity, you will need to call me to your station for grading.  I need to personally see the project functioning and review it with you in order for it to be graded.  The modules are designed for self-discovery.  This means that you will learn the necessary data on your own with the help of your computer, videos, guidebook, websites, on-line encyclopedias, and proven experiments.  
School property:  Each module in The CareerTech Lab is assigned specific equipment and materials.  They are NOT to be removed from their current location and especially the classroom.  Inventory must be taken at the beginning of each class and any missing equipment or materials must be reported immediately to the instructor.  Damaged or missing material will be repaired or replaced at the cost of the student responsible. 
Substitute Teacher:  In case a substitute teacher is covering for me, the instructions for the substitute to follow will be provided and should be followed as if I were here.  If at any time a name is written down because of a problem, the students involved will automatically be assigned a detention.  The substitute teacher is a guest in our building and will be treated with respect.

Grading
Tests - You will be tested on Day 7 and Day 14 during each rotation.  These tests consist of two parts and are taken individually. While you are taking the computer-administered test (guidebook closed), your partner will be reading the case study and creating an outline for the critical writing (written test) out of view of the monitor. Again, both the multiple-choice computer test and the critical writing are to be completed alone, without the assistance of your partner. Proper grammar, sentence structure and punctuation are expected and will be graded on the critical writing.
Activities & Journal Entries - At specific points in the module, you will be instructed to access your journal and write a response.  Be sure to do this and answer as completely as you can.  Use your notes for help.  I will check your responses electronically.
During each rotation, you will be instructed to perform a variety of activities.  At the conclusion of each activity, call me to your desk for review and scoring.  You can not receive a grade for an activity that I did not observe at some point. Please remember to save your work often!!!  I am not responsible for computer malfunction or user error!  
Design Briefs - At the end of each rotation, your four-person team will complete an open-ended design project.  You will be graded on your daily participation and contributions in that effort.  Teams will present their design projects to the entire class for demonstration and evaluation purposes.  You will receive two grades for the project. The individual grade rates your personal efforts during the creation process and will be assessed by your team.  The group grade reflects the overall quality of the team’s project and presentation.  All team members receive the same group grade.  If a team member is absent, “the show must go on,” and will.  The absent team member will receive a “0” until he/she has made-up their presentation.  It is important that each of you is playing an active role in being a team player. 
Notebook and Study Guide - Notebooks and study guides are an important part of your success in the lab – they will only help you!  It is expected that you take notes from the computer screens, video presentations, web pages, and lab manuals when relevant information is presented.  Do not attempt to write down everything though!  Take notes on the main points of what you read.  Make sure to label them by the module and day you’re on (Multimedia, Day 9).  Notebooks will be checked randomly as well as study guide completion each module rotation.  Sometimes you will be able to use your notebook on the test.  Make sure to complete your study guide as go through each day –you will see a lot of the questions on the test!
Employability Skills - Employability skills are the traits that you possess that are looked upon favorably by an employer – positive attitude, neat appearance, good work habits, etc.  Since The Morey Charter School is preparing you for your future, we expect that these traits will be applied here so that you understand how they’re applied in the workplace.  Therefore, 10% of your grade will be based on employability skills.  You will begin each marking period with 100 points – an “A.”  It is your responsibility to maintain that “A.” There will be chances for you to earn back points, and those chances will be announced throughout the semester.  Below are the poor choices that will reduce your employability grade during the marking period.  These are evaluated daily!
	Tardy/Late for class/Unprepared (notebook, pencil, etc.)
	-5 points (per tardy)

	Quitting work early/Off task/Leaving class without permission/Fail to pick-up materials at end of class
	-5 points (per instance)

	Inappropriate behavior
	-5 points


Grade Weights
Your final grade is based on the following:


10% - Daily journals

10% - Employability points

40% - Assignments, projects, tests, and presentations

40% - Modules and labs
Classroom Management Plan

Classroom Expectations 

· Respect your classmates’ right to learn. In order to maintain a positive learning environment, it’s important that you do not do anything that will interfere or hinder your classmates’ right to learn.  

· Respect yourself and others.  Please keep your hands and feet to yourself.

· Be honest and trustworthy.  Do your own work and do not steal.  Doing so will result in a zero grade and/or monetary fine for items stolen.

· No food or drinks allowed in class.  They can easily cause damage to the equipment.

Consequences
Failure to follow the classroom expectations will result in:

1. Warning – Employability Skills deduction
2. Disciplinary Action – Detention 
3. Office/Call Parents

Depending on severity, it is possible to be sent directly to the office without a warning or disciplinary action first.  YOU are RESPONSIBLE for YOUR OWN ACTIONS!  If you have a problem with another student, then you will need to try to fix that problem on your own non-violently or seek help from me, another teacher or the counselor.  

Classroom Procedures

· Seating and Preparation – Be prepared for class (writing utensil, books, etc…) and seated when the bell rings.  Failure to do so will result in getting marked tardy.

· Restroom Use – You should make good use of passing time between classes for restroom breaks.  If you need to go, please take out your planner and I will sign it as a pass.  You are expected to sign-out when leaving and sign-in upon return using the clipboard.

· Sharpening Pencils – Use at your own discretion – please do not sharpen when someone is speaking.

· Dismissal – You will be dismissed from your seat when the bell rings.

· Absences/Tardy – If absent, you have one day for each day missed to make up work.  If you are tardy, please enter room quietly and sit down.  

· Getting missed work after absence – It is YOUR responsibility to find out what you missed by checking with me when you return.  A test or quiz must be scheduled within one week of absence.  Failure to follow these procedures will result in a zero grade on the assignment.

· Graded Work – You will be expected to keep all of your work in progress and returned assignments in your classroom folder or a personal folder until the end of each marking period.

· Late Assignments – Assignments are due when stated.  There will be a 10% deduction to your assignment for each day late.  After four days, the assignment will turn into a zero grade.  Exceptions will be made on a case by case basis – please see me!

Ms. Biehl’s Course Agreement Form
I am looking forward to teaching your son/daughter this year in CareerTech!  This is an exciting opportunity to learn career and technology skills in our technology lab.  Your son/daughter will be exposed to a variety of software programs that will help to enrich their educational experience throughout high school and prepare them for their future educational pursuits or career choices beyond high school.  I assure you that I will provide your son/daughter with a meaningful and demanding curriculum.  In turn, I also expect that they come to class with a serious attitude toward work and willingness to learn and work with others. 

----------------------------------------------------------------------------------------

Ms. Biehl’s Course Agreement Form

2008-2009 School Year

We have read and understand the course outline, MCS computer use policy, and classroom management plan.  If you have any further questions, please feel free to contact me at 866-6739 or by email at andreabiehl@choiceschools.com.

Student Name: _________________________   

Student Signature: _________________________   

Date: ________________

Parent Signature: __________________________

Date: ________________
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