Business Fundamentals I 2

Sacramento Charter High School


“Service for Others”
2315 34th Street

Sacramento, CA.  95817

(916) 277-6200

Business Fundamentals I (Computer Applications/Careers in Business) Syllabus

Welcome to Business Fundamentals I where over the term you will study, research and explore the components of Careers in Business as well as technology used in Business.  The culminating project for this class is a career research and presentation project.  This course meets the Computer Applications requirement for graduation in the EGUSD and SCUSD.
Course Objective

The class consists of a combination of classroom instruction and computer lab experience.  Students will learn the core concepts of Business technology and the applications for the business world.  This 10-unit course will cover basic keyboarding skills, Microsoft Office Applications, basic computer technology, basic html for web design and Google tools: email, docs, drive and more. Glencoe, a well-known publisher of educational materials, publishes the textbook, Introduction to Business and worksheets used in this course.  
Teacher Responsibilities: It is the responsibility of the teacher to:

· Support the vision, mission, pillars and values of Sacramento Charter High School;

· Protect each student’s right to learn in a positive academic environment in which respect is shown to all members of the classroom and community;

· Communicate with parents regarding student academic progress and behavior in class;

· Maintain school policies and procedures following school rules.

Grading: Student performance will be continually monitored through extensive classroom observation.  Assignments are graded based on student’s ability to demonstrate mastery of the information.  Mastery means that a student can redo the assigned tasks as many times as it takes to be completed correctly.   Letter grades will be based on the following percentages:  100-90% = A, 89-80%=B, 79-70% =C, 69% -0=NCR.  Grades are weighted by category: Classwork/Homework = 50%, Mid-Term and Final Exam/Project = 20%, Other Assessments = 30%. 

Attendance and Participation: Daily attendance is critical in order to have the time to complete all assignments as given.  All work will be done in class and saved to your Google drive where you will share with teacher.  Work in class allows the students to be monitored and assisted with each task under teacher supervision.  Homework is work not completed in class.  Students must come after school to complete assignment with teacher.   NOTE – Students should not expect to pass this course if excessive absences occur (More than 4 days in the term).

Extra Assistance: Assistance will be available before, and after school upon request.    Please do not hesitate to seek assistance when needed.  Drinking or eating in the lab is not allowed at any time.
Parent/Teacher contact: Feel free to ask about your students’ progress.  My email address is listed below.  You are also encouraged to come to class and observe at any time.

Student Expectations: Each student is expected to:

· Demonstrate behavior that is responsible and respectful of others and their right to learn;

· Demonstrate the proper care and use of the equipment;

· Demonstrate a critical attitude toward production work and pride in completion of assignments each day.

· Abide by the following Procedures, Routines and Signals:

	School Wide Procedures:

	Perfect Posture: SLANT
	Finishing Early:  (My Class)

1) Practice Typing

2) Complete a Challenge Assignment

3) Complete work for another Class

4) Silently Read

	Tracking
	Visitors

	College Hands
	Using the Bathroom: 15 minute rule

	College Voice
	Tissues

	Twains
	Throwing Away Trash

	No food, drink, candy, gum in the classroom.
	Classroom Entry

1) Shake

2) Eye Contact

3) Uniform Compliance

4) Planner in hand

	Re-Admits/Early Dismissal
	Tardy

	Hand Signals
	

	Noise-Level Expectations:

	Setting
	Volume Expectations

	Silent
	All are silent except speaker

	Library Level
	Students are free to whisper to nearby classmates (you should feel no vibrations when you put your fingers to your throat).

	Soft Voices
	Students may speak quietly with nearby classmates.

	Productive and Professional
	Students may speak freely, using an inside voice.

	Classroom Procedures:

	Materials
	Majority of work will be accessed through the Web at teacher’s web site.

	180 
	Chill Chair

	Clapping for attention
	5*4*3*2*1

	No games, no music, no music videos or chat at any time.
	Have pen and paper to take notes.  

	Silently complete each day’s tasks.
	Take care of the equipment, and your workstation.

	No modifications to the computer.
	Backpacks are placed under your chair.

	Saving work.  

Work will be temporarily saved to computer.  Upon mastery assignment will be uploaded to Google Drive for digital portfolio (No Printing) and deleted from computer. Lost work must be redone.
	Exit Procedure:

1) Keyboard is backed up to the computer

2) Mouse is laid on top of keyboard

3) Chair is place under table.

4) Dismissed by station number


Consequences of not adhering to procedures:

1. A reminder from teacher.

2. Chill Chair.

3. Owe Time with a call home to parent/guardian.

4. Repeat of offenses will result in a referral to the dean.

Supplies you will need for this course are:

· Spiral notebook for notes.

· Blue or black pen. 

· Folder for organizing worksheets/handouts.

Thank You

Barbara Favila

Business Teacher

Email: bfavila@sachigh.org
Teacher Website: http://www.bfavilasbiz.com
(916) 275-9591 (voicemail available at this number)

(916) 277-6200 Ext. 7764 (Classroom)

I read the above syllabus from Sacramento Charter High School Business Fundamentals I Course.

Parent/Guardian and Student Signatures

We have reviewed this information sheet and agree to comply with the guidelines for participation in this course.

Student Name (please print)





Date

_____________________________________________

_______________

Student Signature                                                                              
Date

X____________________________________________

_______________

Parent/Guardian Name (please print)




Date

______________________________________________

_______________


 

Signature of Parent/Guardian: 




Date

X_____________________________________________

_______________ 

Home Telephone # _________________________ (1st Contact) ___________________ 


Work Telephone # _________________________

Cell Phone # ______________________________

Home Telephone # _________________________ (2nd Contact) ___________________

Work Telephone # _________________________ 






Cell Phone # ______________________________

Email address ____________________________________________________________                                                           

Please let me know here at what number and what time is the best to get in contact with you:
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