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COURSE TITLE:
Business Essentials
COURSE

DESCRIPTION:
Business Essentials is a foundations course for the Small Business Development, Financial Management Accounting and Services Career Pathway. It is also appropriate for students enrolled in any Career Pathway who plan to own and operate their own businesses. The course will help students build a strong knowledge base and develop management skills as they study forms of business ownership, functions of management, budgeting and finance, technology, communications, legislation, leadership and teamwork, marketing, and economics. Mastery of these standards through project-based learning and leadership development activities of the student organization, Future Business Leaders of America (FBLA), will help prepare students with a competitive edge for the global marketplace. 
INSTRUCTOR:

Mrs. Robinson, MA-Curriculum and Technology

            BS-Business Education

Classroom I18, Office—Room I18





Telephone:  (770) 650-4230 ext 172



Email:  robinsonmm@fulton.k12.ga.us
Website:  http://sites.google.com/site/mrobinsonbcs
​
Course Prerequisites: None
Articulation:  Articulation is the process by which academic or technical credits earned through high school programs may be acceptable in transfer by various community colleges and some four-year institutions. Credits earned appear on a college transcript. This course is currently not articulated.

Certifications:  

The Financial Management Accounting, Services and Small Business Development pathways prepare students with the skills needed for the following industry recognized credentials:  Brainbench Business Concepts, Brainbench Business Ethics, NOCTI Accounting Basics and NOCTI Business Information Processing.

Careers:  

Occupation




Level of Education



Salary
Bank Teller




High School/On-the-Job Training

$22,140

Paralegal/Legal Assistant


Technical College



$33,920

Accountant




Bachelor’s Degree



$54,630

Financial Analysts



Bachelor’s Degree +



$66,590

TEXTBOOK:

Business Management Real World Applications and Connections, Glencoe, 2006 



Price:  $49.50

SOFTWARE:
Microsoft Office 2003/2007, Virtual Business, Corporate View
Georgia Performance Standards:  Performance standards provide clear expectations for assessment, instruction, and student work. They define the level of work that demonstrates achievement of the standards.  The performance standards isolate and identify the skills needed to use the knowledge and skills to problem-solve, reason, communicate, and make connections with other information. 

Standards Covered in this Course:

Communications 
BCS-BE-1: The student exhibits appropriate oral and written communication on personal and professional levels. 
BCS-BE-2: The student produces written communications that utilize proper tone, grammar, and bias-free language. 
BCS-BE-3: The student practices proper oral communications that express wants, needs, and feelings. 
Leadership and Teamwork 
BCS-BE-4: The student participates in a variety of activities that demonstrate the importance of leadership within a business endeavor. 
BCS-BE-5: The student participates as part of a team in an effort to accomplish a common goal leading to a successful business endeavor. 
Business Concepts 
BCS-BE-6: The student demonstrates an understanding of basic business concepts and how they are applied to business activities. 
BCS-BE-7: The student utilizes technology in a variety of ways while solving business problems. 
BCS-BE-8: The student analyzes how international business impacts business. 
BCS-BE-9: The student demonstrates an understanding of the importance of developing and organizing a successful business plan. 
Entrepreneurial Discovery 

BCS-BE-10: The student recognizes and demonstrates an understanding of the unique characteristics, traits and concepts of the successful entrepreneur. 
Ethics 
BCS-BE-11: The student compares and contrasts common ethical issues. 
BCS-BE-12: The student evaluates personal responsibility of ethical behavior. 
BCS-BE-13: The student investigates the relationship between ethics and law. 
BCS-BE-14: The student derives the importance of employer/employee relationships. 
BCS-BE-15: The student evaluates the impact of technology on business ethics. 
Forms of Business Ownership 
BCS-BE-16: The student evaluates sole proprietorships as a form of business. 
BCS-BE-17: The student evaluates the different types of partnerships as a form of business. 
BCS-BE-18: The student evaluates the different types of corporations as a form of business. 
BCS-BE-19: The student chooses the most appropriate form of business ownership for any planned business. 
BCS-BE-20: The student evaluates franchising as a form of business ownership. 
Functions of Management 
BCS-BE-21: The student analyzes the management functions and their implementation and integration within the business environment. 
BCS-BE-22: The student analyzes and explains the planning function and how it is used. 
BCS-BE-23: The student analyzes and explains the organizing function and how it is used to group resources within a business structure. 
BCS-BE-24: The student analyzes and explains the directing function and how it relates to leadership in an organization. 
BCS-BE-25: The student analyzes and describes the control function of management and how it is used to measure performance. 
Budgeting and Finance 
BCS-BE-26: The student explains the process in developing a budget. 
BCS-BE-27: The student analyzes the financial statements of a business and utilizes those statements to make important business decisions. 
BCS-BE-28: The student identifies financial aspects associated with opening a business. 
BCS-BE-29: The student completes records which are fundamental for any business. 
Business Law 
BCS-BE-30: The student identifies the sources of law & procedures of the court system as they relate to entrepreneurship. 
BCS-BE-31: The student examines the role of contracts, sales law, and consumer law as they relate to entrepreneurship. 
BCS-BE-32: The student analyzes the role of agency law & employment law as it relates to entrepreneurship. 
BCS-BE-33: The student analyzes and assesses government regulations and the effects on entrepreneurial ventures. 
Risk Management 
BCS-BE-34: The student explores and interprets the various risks involved in operating a business. 
BCS-BE-35: The student analyzes choices available to consumers for protection against risk and financial loss. 
Marketing 

BCS-BE-36: The student demonstrates understanding of the concept of marketing and its importance to business ownership. 

BCS-BE-37: The student identifies and analyzes the relationships between marketing and the individual, business, and society. 
Economics  (Economics standards will be taught as written in the Social Studies Economics standards.)
SSEF1:  The student will explain why limited productive resources and unlimited wants result in scarcity, opportunity costs and trade offs for individuals, businesses and governments.

SSEF4:  The student will compare and contrast different economic systems, and explain how they answer the three basic economic questions of what to produce, how to produce and for whom to produce.

Job Acquisition Process 
BCS-BE-38: The student integrates all forms of communication in the successful pursuit of employment. 
METHODS OF                Class lecture/demonstration, question/answer, group work, 

INSTRUCTION:             audio-visual aids, student reports/projects, case studies, and guest speakers.

EVALUATION:

Semester Average



Work Ethics, Quizzes and Homework, Class Participation
 = 10%





Case Studies, and Daily Assignments


 = 30%
 


Tests, Portfolio, and Projects
    

   
 = 40%
Semester Exam       
    


   
 = 20%
               


Total Percentages    


  
 =100%


The Fulton County grading policy is as follows:

A=90 and up

B=80-89

C=70-79

F=Below 70

EXPECTATIONS:
Students will:

1. Follow the classroom norms:  Be respectful, Be on time, Be actively engaged in the lesson, Treat people the way you want to be treated.  

2. Show respect and courtesy for all people using appropriate tone of voice and language without arguing or talking back.  No swearing, rude gestures, crude teasing, or put downs allowed!!  Profanity will result in an automatic two-days of private detention for 30 minutes each day.  (7:55-8:30 or 3:50-4:15)
3. Be punctual (in his/her assigned seat before the start time of the class period). Walking through the door while the bell is sounding is a tardy.  Students are expected to enter the classroom quickly and quietly.  Do not stand in the hallway or block the door.  Go straight to your assigned seat, take out the appropriate materials, and begin working on the Do Now/Opening Work assignment until the teacher is ready to begin the day’s lesson.  A Do Now/Opening Work assignment will be posted on the board or screen each day.
4. Be dismissed by me (NOT the sounding of the bell.).  Closing Activities finish each class.
5. Bring all materials necessary for success.  (pen, pencil, paper, notebook, etc.)

6. Complete and turn in ALL assignments ON TIME.

7. Keep all returned work, all handouts, and all records in your notebook or folder.

8. Never bring food or drink (no candy, water) into the classroom. Water should not be consumed in the lab!
9. Use the computer for Business Essentials assignments only.  Computers are monitored electronically.

10. Return all class materials/equipment to their proper place, push in your chair, and clean your desk area, at the end of each class period.
11. Show respect for property (desks, computers, chairs, textbooks, etc.)

12. Take care of personal restroom needs prior to class.   Each student will be given 2 hall passes at the beginning of each semester, for a total of 6 passes each semester.  These passes may be redeemed to get water, go to the restroom, etc.  Permission will NOT be given to leave my room above and beyond these passes, so do not ask.  Visits to the counselor should be attended to during lunch or before or after school.  At the end of the semester, unused passes may be turned in for extra credit point(s) in the final exam calculation.  No passes will be allowed out of class during the first 15 minutes or the last 15 minutes of class.  Your agenda is also required.
13. Adhere to all classroom expectations and Fulton County Schools and Centennial High School rules.
14. Have FUN!
CONSEQUENCES:
1ST OFFENSE – VERBAL WARNING AND CONFERENCE

2ND OFFENSE – PARENT CONTACT 

3rd OFFENSE – PRIVATE DETENTION

4th OFFENSE – ADMINISTRATIVE REFERRAL AND PARENT CONTACT

All other offenses will automatically be referred to the appropriate administrator.

Severe offenses will automatically be referred to the appropriate administrator.

Failure to serve detention will be an automatic administrative referral.  I reserve the right to issued additional consequences as necessary.

Students who misbehave and cause problems for a substitute teacher will automatically receive two days of private detention and be required to write a 200-word report.
MAKE UP WORK:
If you are absent, it is your sole responsibility to make contact with me regarding missed assignments.  The contact must be made within one school day upon returning.  You will be given the same amount of time to make up the work as the students who were present.  I will establish a reasonable time frame within which the make-up work will occur.  Failure to turn in the work at the assigned time will be treated as a missing assignment (which means a zero (0) is averaged). 

You will receive the actual grade earned on make-up work if the absence was excused and the work is submitted within the time period set.  In the case of an unexcused absence, you will receive a 10-point reduction on any graded work.

Keep in mind that absences allow you to miss valuable learning experiences and information. 

In order to do well in this class, it is imperative that you take an active role in the learning process attend regularly.  I cannot simply transfer knowledge to you. Rather, learning must be an active process. This is especially true with web page design; proficiency requires loads of hands-on practice.  In order for you to complete your modules on time, you must make up your missed sessions before the final due dates!!!!  Therefore, you must come for additional lab time.
ASSIGNMENTS:
Assignments are due on the date specified. Points may be deducted for late work.  Extenuating circumstances will be handled on an individual basis.  Final due dates that are set throughout the semester are just that—FINAL.  Assignments will not be accepted after that date.

TARDY POLICY:
Students are expected to be in their seats before the bell rings. The Centennial High School policy will be followed.

HELP SESSIONS:
Any student who is failing the course may consult with me for strategies to strengthen his/her course skills as a means to improve his/her course grade.  The help sessions will take place before school on Tuesdays, Thursdays and Fridays.

HELP SESSIONS CAN BE ARRANGED BY APPOINTMENT!

CONFERENCE
My planning period is during eighth period.  I will be available for conference 

INFORMATION:
by appointment.

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.

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 will is considered an honor code violation and will be handled accordingly.

EQUIPMENT:
According to the Fulton County policy on computers, “students shall not alter or attempt to alter school or private property including technology hardware and software.”  This includes (a) changing desktop settings or control panels, (b) removing or damaging mouse tracking balls, keyboard keys, cables, connectors, network jacks, or any other hardware, (c) altering in any way computer software, (d) loading games from the Internet, or (e) damaging computer disks, CD-ROMs, or other hardware or media.  Flash drives are not to be used without permission.

MATERIALS
1”, 3 ring binder with clear cover insert
REQUIRED:
Sectional dividers


Spiral Notebook

Loose-leaf notebook paper


Project folders
COURSE READING:
Eat That Frog by Brian Tracy—Semester 1—1st 9 Weeks
The Fred Factor by Mark Sanborn—Semester 1—2nd 9 Weeks

The One Minute Manager by Kenneth Blanchard and Spencer Johnson—Semester 2—1st 9 Weeks
Who Moved My Cheese? For Teens by Spencer Johnson—Semester 2—2nd 9 Weeks
SEATING CHART:
Every student will be assigned a place to sit in the class. This process increases time management.  Assigned seats maybe changed, by the teacher, if the need arises.  Exceptions will be made if the parent writes a note to the teacher, explaining the student’s special needs.  The seating chart for each class will be posted.  Any student not found in his/her assigned seat will be given one verbal warning and then serve a private detention for each occurrence. 

ASSESSMENTS: 
The Georgia Department of Education has made available two assessments to ascertain the competence of our career technology students.  The assessments are Work-Ready and End-of-Pathway.  The Work-Ready assessment measures the skills of Georgia's workers, determines valuable job training opportunities, and assures companies that the state can provide a long-term, qualified labor supply, and is a requirement for some Georgia jobs. The End-of-Pathway assessment measures the level of technical skill attainment of each career pathway completer.  The Work-Ready assessment will be administered to all work-based learning students and all seniors currently enrolled in a CTE course.  The End-of-Pathway assessments will be administered to all CTE students who have finished or are finishing a pathway.  Tests will be administered in October and April.

Future Business Leaders of America. FBLA is a co-curricular student organization in Business and Computer Science that promotes leadership, career planning, community service, and social networking. Membership is strongly encouraged for all students enrolled in this course. Dues are $15-$20 for local, state, and national membership.  See me for an application.  Membership is strongly encouraged!

WORK ETHICS GRADING CRITERIA

	Attendance

· Outstanding/20 points (0 days absent)

· Good/15 points (1-5 days absent)

· Needs Improvement (6 days or more absent)
	

	Punctuality

· Outstanding/20 points (0 days tardy)

· Good/15 points (1 day tardy)

· Needs Improvement (2 days or more)
	

	Time Management

· Completes work without distracting others.

· Restricts conversation to class-related topics in a low-voice.

· Meets assignment deadlines.  Works quickly on assignments.
	

	Attitude

· Displays a cooperative attitude toward classroom procedures and policies.

· Follows instructions.

· Behaves in a Professional Manner when visitors arrive, when fellow classmates or the teacher is making a presentation or conducting class, or when working with classmates.

·  Shows respect at all times.
	

	Quality of Work

· Outstanding/20 points

· Good/15 points

· Needs Improvements/10 points
	

	Work Ethics Grade

Comments:


	


Assignment:  Visit Mrs. Robinson’s website at:  http://sites.google.com/site/mrobinsonbcs/ and return this form with all of the required signatures.  Visit my website and complete the Google docs Acceptable Use Form.
Signature 1 Assignment


Directions:  Complete with your parents the blanks below as indicated.

I, ____________________________________________________________, have read the class syllabus.  I will attempt to successfully complete the course to the best of my ability.

______________________________________________________________Student Signature

As the parent/guardian of __________________________________, I have read the class syllabus.  I will attempt to help my son/daughter to complete the course successfully.

______________________________________________________________Parent/Guardian Signature

________________________________________Home Phone


Best hours to call______________

________________________________________Work Phone


Best hours to call______________



__________________________________________e-mail address

If you work to your full potential, you will succeed….and more importantly, you will learn!

~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ ~ 

Parental Permission Form

For Instructional Use of Videotape

Please indicate below whether or not you give permission for your child to view DVDs or videotapes that are rated Parental Guidance (PG), Parental Guidance 13 (PG 13), or Restricted (R) rating.  Some of the DVDs and videotapes for this class are not from our school or district’s collection of instructional materials.  These materials will be used only as an educational supplement.

___________   Yes, _______________________________________has my permission to view these DVDs or 

video tapes.

___________  No,________________________________________does not have my permission to view these DVDs or 

video tapes.

_________________________________________ 

_______________________________

Parent’s Signature






Date

PAGE  

We empower students to discover, think, and succeed.
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