Prairie View High School

“We Enable, Educate, and Empower Those We Serve”

Classroom Management Plan

APPLIED BUSINESS TECHNOLOGY I & II

GRADE LEVEL:  11-12

PREREQUISITE:  Advanced Computer Applications

INSTRUCTOR:  Mrs. Debbie Likely

COURSE DESCRIPTION:  Students will experience a simulated on-the-job experience in the classroom.  Students will apply computer and problem-solving skills while completing business applications in word processing, spreadsheets, databases, desktop publishing, and presentation graphics.  Students become employees (no monetary compensation) of the community and school district.  There will be no formal group instruction.  Instead, students complete “work requests” for computer-related tasks.  

Students are required to complete 1 job shadow experience during the school year.  Information on procedures can be obtained from the counselor or Mrs. Likely.  A copy of all completed documentation must be on record with the counselor and Mrs. Likely.

SOFTWARE:  Microsoft Office 2003—MS Word, Excel, Access, Publisher, PageMaker, FrontPage

STUDENT ACCOUNTABILITY:  

· Palm Pilots must be in hand and used in class each day.

· Task List must be completed each day.  This will be printed and turned in on every Wednesday.

· Workstations are your responsibility—keep your trash picked up and books neatly put in place.  

· Report any machine problems or damage immediately.

· The machines belong to the school—changing the machine profiles or configuration may result in loss of network privileges. (such as the screen saver, wallpaper, icons, etc.)

· Take pride in your work and give it 110%.

ATTENDANCE/GRADES
Applied Business Technology is a course which requires a tremendous amount of in-class work.  To work up to your potential, you must “plan your work, then work your plan.”
· Strive to meet deadlines.If you have an excused absence, you will need to put in extra time to make up for this absence.  

· There will be 5 points possible each day that school is in session.  Your completed jobs will be evaluated by the originator.

· The computer lab will be open to students before school (7:45 a.m.)  Other arrangements can be made, also.
· Keep a 3-ring binder with samples of completed documents that you are proud of.  This will become your portfolio for possible employment in a “real” job.

· No Tests!  Your patience will be tested!!

EVALUATION:
Customer Evaluation

50%

Supervisor Evaluation

40%

Portfolio


10%
