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Course Syllabus

Russellville High School 

TEACHER:

Mrs. Shannon Terry



ROOM:
Business Department

SCHOOL PHONE:
(479) 968-3151, Ext. 24


LUNCH:
1st (11:00-11:30)

HOME PHONE:
(479) 967-4190



CONF.:
10:10 – 11:00

E-MAIL:

shannon.terry@rsdmail.k12.ar.us



  

COURSE DESCRIPTION

Computerized Business Applications (CBA) is a two-semester course designed to prepare students with an introduction to business applications, which are necessary to live and work in a technological society.  Emphasis is given to hardware or software, concepts, and business uses of applications.  The business applications covered are word processing, database, spreadsheet, graphics, integrated software, electronic mail, web page design, and image processing. 
This course will also include a short preview of the use of Palm Pilots (PDA’s).  All honors classes at RHS progress at a faster pace and involve additional assignments for each unit covered as well as a research element.  Honors CBA will include the creation of a portfolio that will help the student as they progress beyond this technology requirement. Also, in honors CBA we have added a case study assignment requiring research/work outside of class time.  RHS Business Department computers are available before school, after school and at lunch.  You may schedule use of these labs with your instructor. 
ATTENDANCE

School attendance is very important.  One should make all effort to attend class every day.  This course will not follow a standard “lecture” format, although there will be a lot of explanations, directions, and demonstrations to help you in your learning.  Most of your time in here will be spent in an office-type situation, where you will be completing tasks and assignments as if you were working in a real business office.  This will give you invaluable experience in working in an environment with others while at the same time learning to complete your own work independent of others.  REMEMBER, YOU ARE RESPONSIBLE FOR YOU!  You will get the grade YOU earn, based on work YOU complete.  Because most of what you learn will be through classroom activities, it is imperative that you be here every day.  However, in case of an absence (school trip or other), you are to ask for make-up work as soon as you return.

MATERIALS NEEDED
· Pen or pencil

· 1GB USB Drive(Flash/Jump drive)

· 1” BLACK 3-ring presentation binder with clear pocket in front (hard back)

· Dividers with tabs (8)

· Calendars (“week of” information)

· Word

· Excel

· Access

· PowerPoint

· Outlook

· FrontPage

· Case Study Research

· Sheet Protectors

· Last Name A-N = 1 ream of copy paper; Last Name O-Z = 2 boxes of Kleenex

GRADING

Grading is based on the point system.  Each student’s points will be added and divided by the total points possible.  Grades in CBA are NOT weighted! Grades will come from daily work, projects, and tests.  Students will save ALL work on their USB drive.  The students’ portfolio will be graded toward the end of the second semester.  This portfolio will carry a 200 point grade. The students’ case study will be presented beginning the first full week of May 2008 and will carry a 500 point grade.
MAKEUP/LATE WORK POLICY

Due to the fact that all work must be completed in the classroom, you will have one (1) week to turn in assigned work following an absence.  NO late work will be accepted.  Do not rely on extra class time for make-up work; you may be required to stay after school or come in during another class period in order to finish (for example:  Study Hall, lunch, etc.)

INTERNET/E-MAIL POLICY
Downloading or playing of ANY games is not allowed at ANY time.  The Internet usage policy is detailed in the Russellville School District computer contract, which you and your parents signed.  E-mail will be allowed ONLY if all class assignments are complete.  (Refer to your unit assignment sheet.)  Please be aware that the use of e-mail on school computers is a privilege, not a right!
CLASSROOM RULES

I have posted a few general class rules to be followed.  They are common sense rules that everyone should be able to follow.  Beyond that I have two words that are important to me.  The first is that we have mutual RESPECT in the classroom.  I think everyone should earn the respect they receive, and that includes me.  I will do my best to earn your respect, and I would like for you to do the same.  The second word is CLASS.  To me this is the most important characteristic a person can have whether they are a student or an adult.  This simply means striving at all times to conduct yourself in a responsible and professional manner.  

RULES
1. Be in your assigned seat, logged in, with required materials when the bell rings.  

(3 tardies=Saturday School & absence)

2. Show respect for students, teachers, equipment, and RHS at all times.

3. Do not type or talk while the teacher or anyone else is speaking before the class.

4. Copying and cheating will not be permitted.  Result will be automatic zero to all parties involved!
5. Push in chair, logout, and clean work area before leaving class.

6. You may BRING food/drinks to class with you (pick up your own trash). You WILL NOT be allowed to leave class to purchase drinks.
7. Stay in your seats until the bell rings to dismiss class.

8. Be finished with all work before “playing” on the computer.

9. All handbook rules and computer contract rules apply! (NO headphones or other electronic devices allowed!)

CLASSROOM PROCEDURES
· Place work to be turned in into the correct tray for your designated class period.

· If you need help at your computer, raise your hand and I will get there as quickly as possible.  Please remember that I can only help one person at a time.  Please wait your turn and I will gladly help you.

· You will receive an assignment sheet for each unit.  This sheet will detail all work to be completed along with a due date.

