	Live Oak High School - Mrs. Gonzales
cindy.gonzales@lpsb.org
	  2010-2011
IBCA



Introduction to Business Computer Applications
OVERALL INSTRUCTIONAL GOALS
This course is the first of two courses designed to provide students with basic computer application skills.  Students will develop keyboarding skills for personal and vocational use.  Students will apply keyboarding skills to produce simple business documents.  Emphasis will be placed on basic computer concepts - word processing, spreadsheet applications, and presentations.  The methods of instruction will include modeling, discussions, and hands on activities/assignments on the computer.
ESSENTIAL KNOWLEDGE  
· Students will understand how to demonstrate proper keyboarding techniques and an awareness of ergonomics.
· Students will develop critical thinking skills by making good decisions when keying documents.

· Students will improve keyboarding skill and speed.  

· Students will compose and prepare memos and letters.

· Students will understand Word Core Objectives.  These objectives include the following:  working with text, working with paragraphs, working with documents (memos, letters, and reports), managing files, using tables, and working with pictures and charts. 

· Students will understand Excel and Power Point Core Objectives.
· Students will understand how to use the Internet.
Units to Cover 

1st Semester
Microtype – Keyboarding (Alphabetic, Numeric, and Symbols)

Microsoft Office Word and Publisher 2007

MLA Report Formatting

Formatting Memos

Formatting Personal-Business Letters

2nd Semester

Microsoft Excel 2007

Microsoft PowerPoint 2007

Microtype Skill Builder

Job Simulation Projects
Employment Documents

EVALUATION
	Assessment
	Percentage of Grade
	       94 – 100
       A

93 – 86

B

76 – 85

C

67 – 75

D

Below 67
F

	In-Class Participation
	20%
	

	Class work/Projects
	50%
	

	Tests/Quizzes
	20%
	

	Midterm/Final Exam
	10%
	


· Participation will be based on the teacher’s assessment of each student’s participation in the class process. Keyboarding Technique will be based on position at keyboard, using correct key stroking technique, and eyes staying on copy.  

· Class work will be checked periodically.  Class work may be printed for a grade, graded as a screen check, or the student’s file may be checked from my computer.  Microtype Summary Reports will be required as students complete lessons. Projects/Simulations will be announced during the course of the year. 

· Quizzes will be given periodically throughout the year.  If the student faithfully attends class, pays attention, and keeps current with class work assignments, the quiz should not prove difficult.  If a student is absent the day before the quiz, he/she is still responsible for taking the quiz with the rest of the class.  Be sure to check teacherweb.com for all quizzes and assignments.
CLASSROOM GUIDELINES

· Be in your assigned seat working on the assigned bell work when the tardy bell rings.

· Treat each person in this classroom with dignity and respect.

· Follow all procedures and policies in the LOHS Handbook.

· SPECIAL GUIDELINE –This classroom is a “NO WHINING ZONE.”

Classroom Rewards for Following Guidelines…

· TGIF!!!

· Live Oak Loot

· Positive notes/emails sent home

· The best reward is the satisfaction of a job well done.

If you CHOOSE to Break Any Classroom Guideline…
1. Warning – action will be documented and student will complete “My Action Plan.”
2. Minor Infraction Punish Work – student will copy once and get signed by guardian.

3. Call to Parent – punish work will be doubled and signed by guardian.

4. Disciplinary Referral – referral form will be filled out and student will be sent to office.

**Severe Clause – any student who uses profanity, fights, destroys school property, or commits any other such offense as listed in the LOHS handbook will immediately receive a disciplinary referral.

POWER SCHOOL

Live Oak High School uses Power School for online grades.  Instructions will be given to parents as to how to access student’s grades online.  Daily and weekly assignments are accessed through teacherweb.com.

MAKE-UP WORK

When you are absent, YOU are responsible for your make-up work.  You will find make-up work in the absentee folder.  If you have questions, please only ask them before or after class time.  Further details will be given as the semester progresses.

ADDITIONAL INFORMATION
· The student is required to pay a $10.00 class fee to cover the cost of supplemental materials and consumable supplies used during the year.

· All business students are eligible to join Future Business Leaders of America (FBLA).  Live Oak High School has a very active FBLA Chapter.  We have had students compete at the district, state, and national levels.  If you choose to join FBLA, it will be a $20.00 fee which includes your $10.00 IBCA class fee and a FBLA T-shirt.
· Students will be given information for becoming certified as a Microsoft Office Specialist for Microsoft Word.  Official testing will be offered at the LOHS campus.  Certification is not required to pass the course, but is strongly encouraged.  Industry-based certifications not only look great on résumés and college applications, but will earn the students Career and Technology Endorsements on their diplomas when they graduate.

_________________________________________________________________________________________
If any parent or guardian has any questions or concerns, I may be contacted by phone at 665-8858

or can be emailed at cindy.gonzales@lpsb.org.

I have read and understand the content of the syllabus for IBCA.  I am aware of the consequences of my behavior and the policies regarding late and make-up work.  

___________________________________



___________________________________
Student Signature/Date





Parent Signature/Date
