Perry-Lecompton High School


In House Training II- Syllabus

	Instructor
	Mrs. Dugan
	E-mail
	sdugan@usd343.org


Contact Hours

I am available each day from 7:30 am—8:10 am, block days from 1:00-2:28, A day from 1:00-1:42.
Course Description:

In-House Training shall operate as a business (not as a classroom) where the instructor will serve as the employer and the students will serve as employees.  During the school year 100% of the training shall be "live" work.  "Live" work may consist of production work from business and industry, volunteer agencies, school/community clubs and organizations, and/or your local school board. The amount of production work generated from the school district will be 50% or less and 50% or more will be generated from the community.  This is an approach to teaching and applying business related skills in which the classroom content will be to utilize those skills and the student will gain valuable employment skills and experiences.

Text(s):

No Text—live production work.
Grading Scale:

USD 343 Grading Scale

A+ 
(100% & above)
B- 
(80%-82%)

A   
(93%-99%)
C+ 
(77%-79%)

A-  
(90%-92%)
C 
(73%-76%)

B+
(87%-89%)
C-
(70%-72%)

B
(83%-86%)
D+
(67%-69%)

D 
(63%-66%)
F
(59% & below)

D-
(60%-62%)


INC:  Student has not completed all the given requirements at this time.

Assignments missed while absent will be recorded as a “Zero” and will count toward their grade.  

Students have a minimum of 2 days for each day absent to submit missed work for credit.  

Should a student become ineligible they are guaranteed the opportunity in each class to raise their grade to become eligible in the following week.
Student Evaluation:


Projects:  100%
Requirements:

Required to participate in the individualized projects.
Projects:

Available upon request.
Behavior Plan:

1) Respect

a.  Manage personal space.

b.  Listen while others speak.

c.  Avoid negative comments.

2)  Responsibility

      a.  Come to class prepared/punctual.


b.  Follow directions immediately.


c.  Ask for help as needed.


d.  Complete assignments promptly.


e.  Contribute positively to learning environment.

Consequences for choosing not to meet expectations:



1.  Reminder



2.  Warning



3.  Conference with teacher/verbal improvement plan.



4.  Removal from class/parent contact/written improvement plan.



5.  Referral to office.

Course Outline:

Fall Semester
Same as description.
Spring Semester
Same as Fall
State Standards:

WORD PROCESSING SKILLS

P / F  Identify different fonts and point sizes

P / F  Recognize default settings/ability to change

P / F  Use all features of the software

P / F  Create useful/requested documents

P / F  Use of clipart

P / F  Use related terminology

SPREADSHEET

P / F  Use related terminology

P / F  Design and create spreadsheets

P / F  Modify (insert/delete, change) spreadsheets

P / F  Use of math formulas

P / F  Create and print charts, graphs

P / F  Merge with word processing documents

P / F  Use enhancements (art, font, sizes, etc.)

DATABASE

P / F  Use related terminology

P / F  Design and create database files

P / F  Edit database (update, add, delete)

P / F  Design and print database reports

P / F  Sort records

P / F  Use math features in a database

DESKTOP PUBLISHING

P / F  Use related terminology

P / F  Create a text block/use text objects

P / F  Import and manipulate graphics

P / F  Create flyers, brochures, labels, etc.

P / F  Create business cards

PRESENTATION SOFTWARE

P / F  Read manual to operate as requested (Powerpoint)

P / F  Design slides

P / F  Edit slides

P / F  Customize a presentation

P / F  Experiment with other forms of media presentations

INTEGRATION OF ACADEMICS

P / F  Use business terminology

P / F  Interpret correspondence

P / F  Answer formal and informal questions

P / F  Uses acceptable grammar and word usage

P / F  Applies proofreading techniques

P / F  Solve problems using percents, decimals, ruler

P / F  Construct, read, interpret tables, charts, graphs

CAREER DEVELOPMENTS SKILLS 

LISTENING SKILLS

P / F  Follows oral instructions

P / F  Listens for clues, steps, or actions to be performed

P / F  Draw conclusions from conversations

P / F  Restate a conversation to confirm it

HUMAN RELATION SKILLS

P / F  Demonstrate interpersonal skills

P / F  Accepts criticism

DECISION MAKING/PROBLEM SOLVING

P / F  Apply steps in the decision making process

P / F  Utilize problem solving skills

TEAMWORK

P / F  Participate in team tasks

P / F  Meet group/individual deadlines

P / F  Consider all ideas from group

P / F  Demonstrate conflict resolution skills

P / F  Tactfully express disagreement

TIME MANAGEMENT

P / F  Collect all materials to complete a task

P / F  Determine time to perform task

P / F  Prioritize the order of several tasks

P / F  Estimate the time needed for specific tasks

P / F  Demonstrate stress management skills

WORK ETHICS

P / F  Interpret workplace policies

P / F  Demonstrate dependability/responsibility

P / F  Demonstrate accuracy/meeting deadlines

P / F  Demonstrate effective work ethics/attitudes

P / F  Demonstrate initiative

LANGUAGE ARTS

P / F  Use appropriate telephone techniques to gather and record information

P / F  Participate in group discussions, for problem resolution

INFORMATIONAL READING

P / F  Use basic research techniques

P / F  Interpret information from manuals, computer printouts, and electronic sources

WRITTEN COMMUNICATIONS
P / F  Use acceptable standards for grammar, mechanics, and word usage

P / F  Proofread business documents to ensure that they are clear, correct, concise, complete, consistent, and courteous
ALGEBRA

P / F  Recognize, describe, and predict patterns of data

P / F  Construct and solve an algebraic equation for a given problem

P / F  Solve for the unknown variable in an equation
P / F  Construct, read, and interpret tables, charts, and graphs

P / F  Make inferences about data from tables, charts, and graphs
SCIENCE

P / F Describe positive and negative impacts of technology on the environment

P / F Assess the use of laser technology in modern society
P / F Apply scientific method to solve problems

P / F Identify scientific laws and principles that are applicable to business and office technology
P / F Explain how the advancement of technology enhanced the way telecommunications have affected our lives

INTERNET

P / F  Connect to the Internet

P / F  Log on to a network

 P / F  Identify the basic buttons and menu options used by Netscape

 P / F  Access web search engines.  

 P / F  Search the web using a directory

P / F
Search the web using key words

 P / F  Create and use bookmarks

WEBPAGE

P / F  Create a web page

P / F  Organize a web page

P / F  Add images to pages

P / F  Create links

P / F  Add background to pages

P / F  Add text to pages

P / F  Format text on pages

P / F  Change text size

P / F  Change text formatting

P / F  Change fonts

E-MAIL AND CALENDAR

P / F  Log into an account for e-mail

P / F  Send a properly formatted e-mail message

P / F  Reply to e-mail messages

P / F  Attach files, pictures, or other objects to e-mail

P / F  Maintain appointment calendar

P / F  Make travel arrangements

P / F  Prepare travel itineraries

LEADERSHIP

P / F  Control emotions under demands, time, pressure, and opposition

P / F  Speak clearly and distinctly with individuals and groups

P / F  Ask appropriate questions to clarify another’s communication

P / F  Utilize motivational techniques

P / F  Accept responsibility for personal decisions and actions

TECHNOLOGY MAINTENANCE

P / F  Troubleshooting wireless laptops

P / F  Troubleshooting Hardware

P / F  Installing Software

Sources:  Competency Profile Suite CD and Competency Indexes for Business & Computer Technology Curriculum

