Dear Parent(s):

My name is Ms. Underwood and your son/daughter is enrolled in my Business Technology Applications class this year. I am looking forward to an exciting year. 

This course will be a course where the student will be accountable for his/her learning. I, the teacher, will assist and guide student, as needed. Your son/daughter will complete all assignments in class or Schoology. Each student will need a 1-inch binder with loose leaf paper, 2 pencils. These materials should be brought to class every day. We only have 53 minutes of class time; therefore, every minute is crucial to completing assignments. Because work is completed during class, your son/daughter is expected to turn in work on time whether it is finished or not. Due dates are going to be vital.

I have extremely high expectations of all my students, and for that I will not apologize. I am asking for your help to maintain those expectations by checking with your son/daughter periodically to make sure that his/her work is being completed. I am available to help students individually through Schoology. If you would like me to notify you of your son/daughter’s progress, please fill out the email and phone number areas on the form at the bottom of this letter. Please make sure I have your email address and not your child’s email address.  Email address is the quickest way to reach you during class. Please do not hesitate to contact me at 205-342-2670 ext. 6872 or aunderwood@tcss.net, if you have any questions or concerns during the year. 

Please read the course syllabus, classroom procedures, and classroom rules along with your son/daughter. Please sign in the appropriate places at the bottom. Please detach the bottom section below the line and send it back to be given to teacher. If you have any questions regarding the syllabus or the course, please contact me. 

You should have an INOW password which will allow you to check grades over the Internet by computer or phone. Your son/daughter will also need to bring that INOW password to class every day.

Thank you, 

Ms. Underwood

Attachments


Please read the attached syllabus, classroom procedures, classroom rules and then sign below to indicate your understanding and support of the classroom system.

Student Name (Printed) ___________________________________

Student Signature: ________________________________________  

Parent/Guardian Signature: ______________________________________________ 

In order to communicate with you throughout the year, please print your email address and phone number legible on the appropriate lines. Email will be an efficient way to contact you.

Email:___________________________________    Phone#___________________________


School:

Tuscaloosa County High School

Course:

Business Technology Applications
Program Name:
Commerce and Information Technology
Prerequisite:

Career Preparedness
Teacher:

Mrs. Anita Underwood

Office Phone:

(205) 342-2670 Ext. 6833
Email Address:
aunderwood@tcss.net
Room Number:
2608

Course Description

Business Technology Applications is a half-credit foundation course designed to assist students in developing technological proficiencies in word processing, spreadsheets, databases, presentations, communications, Internet use, ethics, and careers using technology applications.  Simulations and projects promoting teamwork, leadership skills offer further opportunities for application of knowledge and skills.
Future Business Leaders of America-Phi Beta Lambda (FBLA-PBL) and an Association for Marketing Students (DECA) are co-curricular components of the Business/Marketing program.   Both student organizations enhance classroom instruction, develop leadership skills, and provide opportunities for professional growth and service.

Instructional Philosophy

Learning can take place through several channels such as visual, auditory, and hands-on.  A belief in high expectations from students will increase student’s achievement.  Knowing each student’s differences and being able to support those differences is one of the most powerful factors in promoting learning.  To be successful in this course, students must follow instructions from the teacher as well as written instructions. Students are expected to engage in discussion and complete all activities, daily assignments, and reinforcement activities.  Students must keep excellent notes; type 25 words a minute and is present in class in order to master the course work in Business Technology Applications.  All students, regardless of learning disabilities, will have a meaningful learning experience.

Program Goals

This program will prepare students to be college- and career-ready, equip them with the skills needed for business and industry, continuing education, and lifelong learning. Acquisition of these skills is achieved by incorporating content and strategies that can easily allow students to meet the required 20-hour online experience as defined in the Alabama State Department of Education’s High School Distance Learning: Online/Technology Enhanced Course or Experience Guidance document. Technology productivity tools, technology communication tools, technology research tools, and technology problem-solving and decision-making tools are integrated into meaningful classroom activities to provide students with the opportunities to obtain and communicate information, to respond to communication, to use technology for learning and reflecting, and to apply critical-and creative-thinking skills for solving problems.

Course Goals

Upon completion of this course the student will be able to:

1. Utilize advanced technology utilities including compressing files, converting files, importing files, exporting files, and transferring data among applications.
2. Analyze computer hardware to determine software compatibility.
3. Diagnose problems related to technology systems, including advanced network systems, hardware, and software.
a. Demonstrate basic computer and printer preventive maintenance
b. Determine strategies to correct malfunctioning network systems, hardware, and software.
4. Utilize advanced features of word processing software, including outlining, tracking changes, hyperlinking, creating macros, developing forms, and mail merging.
5. Utilize spreadsheet features, including formulas, functions, sorting and filtering data, templates, charts, and graphs in creating, editing, and printing workbooks.
6. Utilize advanced features of database software, including sorting, filtering, querying, and merging data, and creating reports.
7. Utilize advanced features of multimedia software, including photo, video, and audio editing, to create and present multimedia presentations using effective communication skills.
8. Utilize digital tools to deliver commerce and information technology curriculum-related content to an audience.
a. Determining effective digital tools for publishing projects
i. Web page authoring software, coding, wikis, blogs, podcasts
9. Critique Internet and digital information for validity, accuracy, bias, and current relevance.
10. Create a product that integrates information from multiple software applications.
11. Practice safe, ethical, and legal use of technology systems and digital content
a. Consequences of unsafe, illegal, and unethical use of technology systems and digital content.
b. Interpreting copyright laws and policies with regard to ownership and use of digital content.
c. Citing sources of digital content using a style manual
i. Modern Language Association (MLA), American Psychological Association (APA)
12. Analyze cultural, social, economic, environmental, and political effects and trends of technology to assess merging technologies and forecast innovations.
13. Demonstrate collaborative skills using curriculum-related content in digital environments.
14. Create simulation using digital tools
15. Explain data encryption procedures
a. Encrypt file, send file, decrypt file
16. Utilize interactive models an digital sources to address real-world problems
17. Critique various ways to become financially literate, including identifying credit card use and misuse; explaining ways to avoid identity theft; identifying reasons for budgeting, saving, and investing; comparing rates of interest as they relate to various time frames in the repayment of loans; and determining how debt influences future employment and purchases.
Course Outline
1st  & 2nd  Term
Orientation and Safety Rules
Keyboarding 

Computer hardware and software

Career Opportunities (technology effects, ethical and legal use of technology)

Ethics

Workplace skills

Office 2016

Financial Literacy
Office 2016 (GMetrix)
Essential Question(s):

1. What criteria should a person or business use in selecting hardware and software in various environments?  Why are these criteria important?
2. How are self-assessments beneficial in career planning?  What is your self-assessment ranking and how will it help you in the future?

3. How do you create and format a variety of personal and business related documents?

4. How do you professionally create a develop business documents?  Why is this process important?

5. How do spreadsheet applications simplify data commonly used in business settings?

6. How do database applications organize data commonly used in business settings?

7. How is multimedia software used to enhance informational presentations?
8. What criteria should a person or business use in selecting hardware and software in various environments?  Why are these criteria important?

9. How does being financially responsible affect your personal and professional life?

10. How do emerging technologies and innovations affect your cultural, social, economic, environmental, and political life?

11. What skills are more important in the workplace-performance skills or interpersonal skills?
Culminating Product(s)

Trouble shooting brochure
Reports

Charts & graphs

PowerPoints

Business & Personal letters

Spreadsheets
Assessment Procedures:
Observation

Tests
Checklists/Rubrics
Quizzes 
Projects

Materials

	· 1 ½ inch Binder

	· Loose-leaf paper (No tablet paper)

	· Two pencils

	· INOW Password (required)

	· Classroom Informational Card (need to keep it on the ring of the binder and bring binder to class everyday this year)

	· 10 dividers


Attendance & Academic Misconduct

All Tuscaloosa County School Board policies will be followed. (See Student/Parent Handbook)

Grading

Grading for this course is based on total points.   There will be a variety of evaluation methods including tests (objective and production), quizzes, projects, observations, and class work.
Example:
4 test @ 100 pts.
= 
400 pts.



20 quizzes @ 5 pts.
=
100 pts.



4 activities @ 25 pts.
= 
100 pts.



1 project @ 200 pts. 
= 
200 pts.

Total points -------------------------------------
800 pts. 
Take the number of points earned and divide by total points multiplied by 100.

First 3 nine weeks’ exam are worth 10%-20% of grade.
The final exam will be worth 20%
When a student is absence, he/she has 2 days for each excused absent to turn in makeup work. It is the student responsibility to ask for missed work on returning to class and set a date and time for makeup work.
*Late projects or homework rule is as follows:  
*1 day late:  Maximum grade 85% potential

*2 days late:  Maximum grade will be 75% potential

*3 days late:  Result in a zero grade  
CTSO (Career/Tech Student Organization): Future Business Leaders of America

Available Industry Credential(s):   MOS Certification
CLASSROOM PROCEDURES CONTRACT

1. When entering the classroom, student will need to get classroom materials (two pens or pencils and 3-ring binder with paper and informational card in it) from backpack, and be seated before tardy bell sounds. Backpack will need to be placed underneath student desk area. 

2. Cell phones will be placed inside backpack on silent.  If caught with a cell phone when it is not being used for instructional purposes, it will be taken up. Refusal of phone will result in a 2 day suspension.
3. Assignments and instructions will be located in Schoology, on an assignment sheet, or on the board each day.

4. Flex day will be on Friday, when necessary.  This day will be for remedial lessons.
5. If a student misses a day and brings an excused absence, student will have the same amount of time that the class was given to complete the work.  It is the student responsibility to ask for makeup work.  After returning from an absence, student will only have 2 days to set up makeup times. Make-up times will be in the mornings at 7:15 am – 7:45 am or after school from 3:00 pm – 4 pm. These times will be for remote students as well.
6. Student is expected to submit work on time. In Schoology, a set date and time will be set and after that time and date student will not be able to access it. Please stay focused on completing assignments.
7. Student who is caught on the Internet playing games without teacher’s permission will be blocked from computer and will receive the grade for work completed prior to blocking computer.

8. Student must not use the teacher’s desk, remove supplies from desk, or use telephone.
9. Student is expected to clean his or her area before leaving class. (COVID-19)  This includes: throwing away any trash that is around the work area and disinfecting desk area, mouse, monitor, and keyboard.
10. Student is required to remain in his or her seat until the bell rings.  No standing up at your desk or at the door.
11. No walking throughout the room to talk to classmates or to borrow classroom materials. (6 feet distancing) If it happens, you will be warned, parents will be contacted, counselor referral, and then you will be referred to the principal.

12. No standing outside the door or in the doorway prior to tardy bell. 
I have read the classroom procedure contract and they have been explained to me.

______________________________________


______________________

                   Student Signature






        Date
BUSINESS EDUCATION DEPARTMENT SAFETY RULES

1. Be careful of electrical cords and plugs. If cords are loose and hanging down on the floor underneath your desk, do not touch them.

2. Electrical outlets are for electrical plugs only.  Under no circumstances should anything else be inserted into the outlets.

3. Air conditioner control is off limits.  Temperature needs to stay at 72 degrees.  

4. In case of a fire, you will hear 3 short rings of the bell.  Students will exit the room to the left, go down the first stairway and exit outside to the flagpole.  Students should go past the flagpole and gather as a group with your teacher.  The teacher will make sure that everyone is present.

5. In case of severe weather, you will hear a continuous ringing of the bell.  Students will exit the room to the left, down the stairway, to the hall where the checkout window and the yearbook room is located.

6. Pens or any other objects should not be thrown across the room or to each other.  It can cause injuries.

7. In case of an intruder inside the school, each student will need to sit on the floor under the desk area.

8. Settings on the computer should not be changed.

9. Items on the Desktop should not be removed or rearranged.

10. While in the computer lab and you must cough or sneeze, you will need to cough or sneeze in the inside of the elbow. Afterwards, sanitize your hands, desk, keyboard, and mouse. 
11. Student must keep a 6ft distance from each other.

12. No student will share pens, pencil, or paper.

13. Student should sanitize hands often through the day using sanitation stations in the hallways.
14. Trash should be thrown in trash cans and not on the floor or under desks.

I have been oriented to the Business Education Department Safety Rules.  I fully understand these rules.

___________________________________



______________________

                Student Signature






     Date

CLASSROOM RULES

Please follow all school and county board policies as described in the student/parent handbook.  (Dress code, cell phones, pagers, iPods’, camera, etc.)  (No cell phones or electronic devices allowed at County High unless it is being used as an instructional tool.)

No cheating.  

· Consequences can be found on the TCHS Discipline Order sheet.

Distractions that deter a student’s learning or interrupt teacher’s lectures are not allowed inside the classroom. (Walking in late and talking, out of assigned area without permission, talking and laughing, etc.)

· Warning, Parent(s), Counselor, Written up

Food, water, drinks, candy, gum, or thermal cups are not allowed inside the computer lab.  

· Warning, Parent(s), Written up.  If teacher see a student bringing in any of the above items and teacher ask student to throw item away and student refuses, student will be written up for defiance immediately.
No downloading games or music from the Internet and no visiting inappropriate sites.  Central office IT personnel is monitoring your visits on the Internet as well as the teacher.

· Warning, Parent(s) contact, written up

· County board and principal will determine consequences.

Student must be in his/her seat before the tardy bell rings.  Absolutely no congregating at the front of the room. (COVID-19 requirement). Student will be warned, parent contact, principal referral.

Student will have only 5 out-of-the-room passes for each term.  Use them only for emergencies.  If under doctor’s care and a medical alert is on file in the nurse’s office, accommodations will be given.

No brushing hair or applying make-up (grooming) inside the computer lab.

· Warning, Parent(s), Written up

No sleeping in class. 

· Warning, Parent(s), Written up

No destruction of chairs

· Warning, Parent(s), Written up

I have read the classroom rules and they have been explained to me.

______________________________________


______________________

                   Student Signature






        Date
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