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Mrs. Amber Hall, Teacher
Classroom:  Room 125
Office:  Room 127
ahall@lps.k12.co.us
303-734-6785 – Voicemail

Office Hours: 1st & 2nd period, after school until 3:00 PM
Course Description:  

Business Technology 1 is a 1 semester, 5-credit course designed to develop and/or refine a students’ competence in touch-typing with an introduction to formatting personal and business correspondence, reports, and using Microsoft Office 2007 applications.  Proficiency in keyboarding and computer applications enables students and employees to work more productively and effectively.  This course is the foundation that provides the necessary skills that students need to continue in additional computer coursework.  The following topics will be covered in this class:
· Keyboarding – acquire or refine touch typing skills, demonstrate correct technique, increase accuracy and speed, key at a minimum of 25 words per minute on a varied length time test with 90% accuracy or better.
· File Server Management and Common Application Functions 
· MS Word 2007 - Word Processing
· MS Excel 2007 - Spreadsheet Applications
· MS PowerPoint 2007 -  Presentation Applications 
· Internet & Email Proficiency
Materials:

· Students will need to have a folder for this class and be prepared with a pen or pencil each day.
· Students will utilize a keyboard cover for the first 6-weeks of the class.  Covers are provided and remain in the classroom.

· All work will be saved on individual student folders on the file server.

· Handouts and textbooks for this class are provided and will remain in the classroom.  Handouts and textbooks are shared with other periods and are not checked out to students.  Please treat them with care and respect.

Grades
Assignments are assessed for understanding, completeness, neatness, professionalism and accuracy.  

Your grade is a direct result of your input into and learning during the class.  It is earned by you, input to Infinite Campus by me, and calculated by Infinite Campus. I do not round final grades.  Letter grades will be determined on the following scale:

	A
	90-100%
	B
	80-89%
	C
	70-79%
	D
	60-69%
	F
	Below 60%


FBLA – Future Business Leaders of America:
Most professional employment positions have organizations for membership.  You are invited to join Future Business Leaders of America (FBLA) to develop leadership skills, volunteer for school and community projects and, if interested, compete in the spring.  This is a good opportunity for you to share your enthusiasm and knowledge with peers.  Participation in professional groups is encouraged for job hiring and promotion—and provides you with another marketable skill on your resume and college applications.

Mrs. Hall’s Classroom and Professional Expectations:

1. Come to class everyday on time and prepared to learn with class materials: writing utensil and notebook/folder to file assignments and handouts.
· Job Skill: Being to work on time and prepared.

2. Respect your learning environment, your peers and your instructor.  This includes actions, language, and dress.
· Job Skill: Being respectful of your work environment and co-workers.

3. Abide by LHS computer etiquette and treat the classroom supplies with care and conservation. 

· Job Skill: Being respectful of your work environment and materials provided for you to complete your assigned tasks.
4. No food or beverages are allowed near the computers in the lab!  Please place lids on beverages and store them where they will not spill.  Finish all food before entering the classroom.  If you do spill…you will clean it up.
· Job Skills: (1) Being respectful of your work environment and materials provided for you to complete your assigned tasks.    (2) Following corporate rules and regulations.
5. Students will create and expect a learning atmosphere free from the distraction of:

a. Cell phones, electronics (ie: hand held video games), music devices (Ipods), etc. – unless first approved by Mrs. Hall.  Now is the time to learn to manage yourself appropriately for the working world.
b. Inappropriate behavior, language, and/or attitudes that disrupt the learning environment.

c. Cheating and/or plagiarism.
· Job Skills: (1) Being respectful of your work environment and co-workers.  (2) Following corporate rules and regulations.
6. Class work is assigned regularly from the text or handout materials.  Daily, active class participation in activities and discussion is expected of everyone. 

· Job Skills: (1) Completing assigned tasks. (2) Active participation individually and on a team. 

Attendance and Tardies

Your attendance and active participation is vital to your success and learning in this class.  
· Attendance:    Regular attendance will result in better success in this class.  As the teacher I will use my    discretion as to calls home and/or parent contact.  
· Unexcused absences are unacceptable and will result in a loss of 50% of your Work Habits points 

     during each 6 week grading period (Work Habits account for 10% of your total grade).  

· Tardies:    Tardiness like attendance affects a student’s performance in class and the impression left upon the teacher.  I am often asked to be a reference for students for employment or for college application recommendations...please make a good impression!
· Excessive tardies will result in teacher contact with student and detention.
Late Work :

· Late work will be accepted up to a week beyond the due date.  Full credit will not be awarded, credit will begin at 70% of the original points possible (Some points are better than no points). Students must notify Ms. Hall in writing when they are submitting late work to earn credit.  This includes assignments turned in late after missing a class (it is better to email the assignment to me on time then to turn it in late with an excuse).  

· Modifications and Accommodations: Ms. Hall is willing to provide a variety of opportunities to demonstrate your learning ONLY IF you attend class regularly and do not have unexcused absences or excessive tardies in your record.
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