Applied Business/Yearbook
SYLLABUS

2008-2009
Ms. Biehl
This course is designed to give students a real-world approach to learning computer technology.  This course provides competency-based goals and objectives that will allow students to master advanced skills in the areas of graphic design, desktop publishing, and digital photography in addition to learning basic web design.  Some students will also be exposed to video editing.  Some of the projects that we’ll be undertaking in this course include our school newsletters, yearbook, yearbook video, and the Morey website.  There will be an emphasis placed on teaching employability skills that students will be expected to utilize in their places of future employment.

PREREQUISTE:  Computer Applications
TEXTBOOKS:  Microsoft Office 2003 – Introductory Concepts and Techniques, Adobe Photoshop CS
COURSE OBJECTIVES  

Upon completion of this course, students will be able to:

· Access, search and browse the Internet to conduct research, gain knowledge and report on aspects of applied business concepts.
· Effectively use Microsoft Office programs including Word, PowerPoint, and Publisher at intermediate to advanced levels.

· Create newsletters properly and attractively using Microsoft Publisher.
· Create websites using Microsoft FrontPage.
· Effectively use Adobe Photoshop CS at beginning to intermediate levels and applying concepts learned to construct the school yearbook and school webpage.
· Effectively use a digital camera in addition to learning basic fundamentals of graphic design and digital photography to construct school yearbook and school webpage.
· Function successfully as a team in cooperative learning settings.
· Demonstrate various employability skills that employers seek in their employees.
· Demonstrate proper time management skills by meeting deadlines and utilizing time spent in class.
· Use language effectively, while using proper grammar and punctuation, and develop proofreading and editing techniques.
METHODS OF EVALUATION

The following means of assessment will be used:   
In-class assignments – These will include typed exercises to be completed in class. If you need more time to work on assignments, you will need to set-up a time with me before/after school, or during advisory on Fridays.
School Newsletters – Students will develop a quarterly newsletter that communicates school news and events.

Yearbook – Students will research and develop the school yearbook.
Quizzes – Quizzes will be given covering material from the unit being covered at the time. 
Reports – Students will research and develop reports using MLA style documentation.
In the Labs/Projects – Assignments found at the end of each chapter in textbooks.

Mid-Term and Final Exam:  There will be a mid-term and final exam comprised of multiple choice, true and false, matching, fill in the blank, short answer, and essay questions.  The final exam will be a cumulative assignment to be completed in class over all of the content learned over the course of the semester.  

GRADING CRITERIA

The total points possible will be computed for all assignments from rubrics or prepared grading criteria (will be handed to student with each assignment).
1) Employability Skills – 10%

2) In the Labs – Projects/ In class assignments – 40% 
3) Reports / Newsletters / Unit Tests / Quizzes / Final Exam / Yearbook – 50%

To prepare for examinations, make sure to study the chapters thoroughly. At least 90 % of the questions are taken directly from the reading material. Review the Quick Reference Summary at the back of the book for the application on which you are being tested. 
Extra Credit – Opportunities for extra credit will be given throughout the year.  Extra credit will only be accepted up to one week before the end of the marking period.
Employability Skills Grade

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, 20% 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


GRADING SCALE  



 
95 - 100 = A       
80 - 83  = B-    
67 - 69  = D+

                        
90 - 94  = A-       
77 - 79  = C+   
64 - 66  = D

                              
87 - 89  = B+       
74 - 76  = C     
60 - 63  = D- 

                                 
84 - 86  = B        
70 - 73  = C-    
Below 60 = E
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!
Applied Business Course Agreement Form

I am looking forward to teaching your son/daughter this year in Applied Business!  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 and 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

I have read and understand the course requirements, rules, and classroom procedures as described in the course outline and classroom management plan for Applied Business.  I agree to come to class with a serious attitude toward work and willingness to learn and will do my best to be respectful, honorable, truthful, and caring.

Student Name: _________________________   

Student Signature: _________________________   

Date: ________________

Parent/Guardian Signature: __________________________
Date: ________________
If you have any further questions, please feel free to contact me at 866-6739 or email me at andreabiehl@choiceschools.com.
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