BUSINESS SERVICES TECHNOLOGY SYLLABUS

A. COURSE IDENTIFICATION

Credits:


1 Full Credit

Instructor:


Mrs. Davis

Room Number:

6  

B. BOOK
Microsoft Office 2007, Real World Applications, 2009, Schultz & Wooldridge
C. COURSE DESCRIPTION

This class is designed to help students develop an understanding of the many functions that may be accomplished with the use of computers and software.  Opportunity is given to develop correct keyboarding techniques using repetition and practical production problems.

D. GOALS AND OBJECTIVES

1. Develop proper keyboarding techniques

2. Develop a working knowledge of Microsoft Word

3. Develop a working knowledge of Microsoft Excel

4. Develop a working knowledge of Microsoft PowerPoint

5. Develop a working knowledge of Microsoft Access

6. Develop a working knowledge of Microsoft Publisher & HTML
7. Develop strong job seeking skills

8. Develop good work habits

E. GRADING CRITERIA

50% of Grade: Students will receive at the beginning of each marking period a “Commitment Sheet” with all assignments due throughout the 9 weeks.  They may work at each assignment at their own pace with the understanding that the more completed; the higher the grade.  This section will include lessons from their book, reviews, projects, quizzes, tests, and keyboarding.  Any work uncompleted from the previous marking period must be completed before moving onto present, and will be averaged into the next grade.

50% of Grade: Student will receive a maximum of 5 points per day for participation/dependability.  These points will be determined by the following:

1. Arrive on time to class/do not leave until dismissed.

2. Get to work within five minutes of beginning bell and use class time to learn and produce as much as possible.

3. Speak softly and keep conversations to a minimum.

4. Keep work station neat and orderly and put all materials away when 

finished.

5. Keep track of your progress; and where you left off each.

6. Follow instructions (written and oral) and procedures carefully.

7. Proofread or check for accuracy before handing in your work.

8. Try to solve problems yourself and/or consult reference books when unsure of the correct procedures before asking for help.

9. Be friendly toward your fellow classmates and instructor/demonstrate professional behavior and courtesy.

10. Be willing to be a “team” worker. (i.e. help others, willingly do projects, etc.)

11. Do not touch computer settings unless instructed to do so by teacher.

Daily Scoring:
5 pts = on time & on task during entire session




4 pts = deduction of one of the above




3 pts = deduction of two of the above




2 pts = deduction of three of the above




1 pt = deduction of four of the above




0 pts = more than four deductions of the above

Semester Grade Breakdown:


45% - Each 9-Week grade



10% - Final Semester/Final Exam
E.  ATTENDANCE


Attendance policy will be followed per student’s planners.  Students will also

            receive a zero for participation points on days absent.  


TO BE SUCCESSFUL, YOU MUST SHOW UP!!!

Bridgman High School 

BST Syllabus

Date:_________________

I have read and I understand the Business Services Technology Syllabus.  I agree to support staff, as well as my son/daughter in the provisions set for this year long, required course.

(Parent/Guardian Name  ---- Please Print)

(Parent/Guardian Name  ---- Signature)

I have read and I understand the Business Services Technology Syllabus.  I agree with the provisions set for this year long, required course.

(Student’s  Name  ---- Please Print)

(Student’s Name  ---- Signature)

