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BUSINESS PROCEDURES (CBE)
This course is related to the internship program of Cooperative Business Education.  Business Procedures is a cooperative work-experience program for high school juniors and seniors preparing for full-time employment in business occupations.

CBE prepares students for occupational flexibility and job mobility in business occupations.  The related classroom instruction and coordinated on-the-job experience are designed to foster self-confidence, self-sufficiency, and self-discipline.  Future Business Leaders of America is a significant aspect of Georgia’s CBE program.

TEACHER:

Mrs. Sue Cowart




 (770) 650-4230 x153




E-mail:  cowart@fulton.k12.ga.us




Office:  Room J05




Classroom:  Room J04
TEXTBOOK:

Communication for the Workplace, Southwestern 2001,  Replacement Cost $45

SOFTWARE:
Microsoft Windows NT, Microsoft Word 2003, Microsoft PowerPoint 2003, Microsoft Excel 2003, Microsoft Access 2003, Publisher 2003
UNITS:


Overview of CBE Regulations and Employability Skills

2 weeks



EXCEL Review & Projects




3 weeks




PowerPoint Review & Projects




3 weeks




WORD Review & Projects




3 weeks




Access Review & Projects





3 weeks




Publisher Project






3 weeks




Human Relations /Work Attitudes/Ethics



3 weeks




Communications and Presentation Skills



5 weeks




Career Study






1 week




Job Description Manual





3 weeks




International Business





1 week

Business Ethics






1 week




Other related activities





5 weeks

The following topics will be covered through seminars, project-based learning activities and team assignments throughout the course of the year:  Technology Applications (word processing, spreadsheet, database, presentation, publishing), Employment Skills, and Business Applications (Mail, Phone, Travel, Accounting, Records Management, Telecommunications, Reprographics, Ergonomics, Time Management, and International Business)

INSTRUCTIONAL METHODS/STRATEGIES:

Class discussion, simulations, teacher lectures, demonstrations, individualized instruction, Internet research, guest speakers, problem-solving activities, team activities, seminars, and coordinated work settings.




EVALUATION:

Final grades will be determined by the following weights:




Weekly Evaluations, Daily Work, Attendance


50%



Projects, Unit Tests





30%



FBLA Participation—co-curricular student organization

 5%




Final Exam/Project





15%

FBLA Participation:  FBLA participation grade is earned by taking part in any FBLA activity or any other activity approved by the coordinator.  You will receive credits for each activity in which you participate.  The number of credits you will receive will be determined by the coordinator prior to the activity.  Ten credits equal 100 points.

 Example:  Membership = 5 credits, Community Project = 1-3 credits, Meetings = 1 credit, Competition/Conferences = 10 credits, Advertisement of FBLA = 1-3 credits.  If you do not participate in any FBLA activities, you will receive a zero for 5% of your final grade average.

Career Options:
Advertising, Retail, Legal, Business Administration, Marketing, Management, Finance, Information Technology, Office Systems & Support, Public Relations, Accounting
TECH PREP ARTICULATION:
 CBE earns you technical college credit.  The course equivalent is Office Procedures.
STUDENT RESPONSIBILITIES:
Students are required to have appropriate "business behavior" at all times.  This includes respect for fellow students, teachers, equipment, textbooks, and supplies. The following are behavior expectations:
1. All school policies and rules as printed in the Centennial High School Agenda will be enforced in the classroom.

2. Attend class daily.  Important material is missed when you are not in class.

3. Be on time to class. The school tardy policy will be enforced.

4. Bring all required materials to class daily.   Required materials include:  pen, pencil, text, and notebook.  
5. Be courteous, respectful, and helpful at all times.  Ask for permission before borrowing anything.  Any item borrowed should be returned in a timely manner and to its “home.”

6. Participate appropriately in class discussion.  

7. Be cooperative and respectful toward all faculty (including substitute teachers), staff, and administration.

8. Food items and drinks are not to be brought into the classroom.  Bottled water must be kept at your desk.
9. Take proper care of all school-owned equipment and facilities.  Keep the classroom neat and orderly.

10.  Refrain from unauthorized use of the Electronic Network.

Students are prohibited from:  logging in or attempting to login using another person’s password, shelling out to En Directories, adding software of any kind to the EN, loading/retrieving files from personal diskettes/CD’s accessing inappropriate material from the EN, and computer vandalism.  Students will be monitored electronically by the instructor.
HONOR CODE:
The honor code describes cheating as “giving or receiving, in any form, information relating to a gradeable experience, either inside or outside of class.”  Cheating on any assignment will result in a grade of 0 and an honor violation form being submitted to the principal.  Plagiarism is considered an honor code violation and will be handled accordingly.
MAKE-UP WORK:
It is important to be in class each day as new material is covered daily.  Many class activities are designed using a team approach.  Attendance is most important for a team to function efficiently.  On days that class discussions and group activities are completed for a grade, any student absent will be required to complete a make-up assignment following the attached guidelines.  Individual assignments that are missed can be made up after school on the day of the student’s return to school.


Remember that attendance at school is required for attendance on the job.

LATE ASSIGNMENTS:
Class assignments not completed on time may be turned in the following morning before 8:30 a.m.  You must get approval to make up work for another teacher if you plan to stay after school instead of leaving for work.
HELP SESSIONS:
Mrs. Cowart is available after 7th period by appointment for extra help and make-up work.  See Mrs. Cowart to schedule your make-up tests.  Make-up work can be done in the afternoon after CBE dismissal time.

CONFERENCE INFORMATION:


I am available for conferences by appointment only.

RECOVERY PLAN:
Opportunities designed to allow students to recover from a low or failing cumulative grade will be allowed when all work required to date has been completed and the student has demonstrated a legitimate effort to meet all course requirements including attendance.

Students should contact the teacher concerning recovery opportunities.  Teachers are expected to establish a reasonable time period for recovery work to be completed during the semester.  All recovery work must be directly related to course objectives and must be completed ten school days prior to the end of the semester. Teachers will determine when and how students with extenuating circumstances may improve their grades.
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