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COURSE DESCRIPTION 
Students will become familiar with the use of the computer as a tool for both school and personal 
uses.  Through “hands-on” instruction, students will learn both introductory and advanced concepts 
and techniques found in Microsoft Office 2007 applications.  Students will acquire skills required to 
create, edit, and publish industry appropriate documents.  Areas of study will also include oral and 
written communications and information research for reporting purposes.  Competencies for the co-
curricular student organization, Future Business Leaders of America (FBLA), are integral components of 
both the core employability skills standards and technical skill standards.   
 
COURSE GOALS AND OBJECTIVES 
Upon completion of this course, the student will be able to: 

 Demonstrate proficiency in keyboarding skills. 
 Demonstrate mastery of basic word processing functions. 
 Demonstrate mastery of basic spreadsheet functions. 
 Demonstrate proficiency in formatting reports, resumes, correspondence, and spreadsheets. 

 
MATERIALS/TEXTBOOKS 

 Microsoft Office 2007, Introductory Concepts, and Techniques.  Shelly, Cashman & Vernaat.  
Course Technology.  2008. 

 Microsoft Office 2007 Software. 
 
SUPPLIES NEEDED 
Folder or 3-ring binder, pen/pencil, paper 
 
CAREER EXPLORATION 
There are many career options related to business.  Throughout this course, you will have the 
opportunity to explore career options associated with these areas.   
 
FBLA 
The development of positive personal and leadership qualities is vital component for career success.  
Students are strongly encouraged to join Future Business Leaders of America (FBLA), a student 
organization that strives to help students develop leadership qualities required in the business world.  
FBLA is the largest student business organization in the country with over 250,000 members.  Benefits 
of being a member include:  
 

 Develop leadership skills and qualities 
 Explore careers 
 Gain experience by attending conferences and participating in competitions  
 Develop new friendships 
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EVALUATION 

 Daily Class Work/Projects  45% 
 Quizzes, & Tests   40% 
 Final Exam    15% 

 
MISSED WORK DUE TO AN EXCUSED ABSENCE 
You will have five (5) days to make up any course work or test(s) missed due to an excused absence.  It 
is your responsibility to check the class web site to see what you missed.  See the instructor if you 
have any questions or to schedule a time before or after school to make up missed work.  Missed 
work cannot be made up during class time.   
 
Note:  If you have an excused absence the day a previously assigned project or assignment is due, you 
must turn in the project/assignment the 1st day back to school following the absence in order to avoid 
late work penalties. 
 
LATE WORK POLICY 
Ten (10) points per day will be deducted from your grade for each day an assignment is turned in late.  
Assignments more than seven (7) school days late will not be accepted.   
 
REDO POLICY 
If you turn in an assignment that receives a failing mark, you have the opportunity to redo the 
assignment.  You must conference with the instructor within one week after receiving the graded 
assignment.  After conferencing with the instructor, you will have one week (5 school days) to redo the 
assignment and resubmit for grading.  Note:  Class time cannot be used to redo the assignment.  The 
grade on the redone assignment will be averaged with the original grade.  The following exclusions 
apply:  tests and other assignments as decided at the discretion of the instructor.  It your 
responsibility to take advantage of the redo policy.  At the end of the 14th week marking period, 
students no longer have the option to redo assignments. 

 
COMPUTER/INTERNET USE 
Computer use in this lab is a privilege that can be taken away if it is misused.  You are expected to 
abide by the policies outlined in the Student Code of Conduct handbook.  You may only be on the 
computer when instructed and you must be on-task.  Changing settings, playing online games, 
checking e-mail, downloading, listening to music, viewing videos, or viewing web sites not 
educationally related, etc. is prohibited.  Unauthorized use will result in an administrative referral sent 
to the office. 
 
CLASSROOM RULES 

 Be in your seat and ready to work when the bell rings, otherwise you are considered tardy. 
 

 At the end of class clean up your work area - Log-off your computer, return materials and 
books to the proper place, and push in chairs.  Remain seated until the bell rings. 
 

 No food, gum, or beverages allowed in the classroom/lab. 
 

 Cell phones must be turned off and not visible during class.  Use of your cell phone during class 
will result in the phone being taken up and turned in to the office with a written referral. 
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 In general, use of MP3 players, iPods, etc. are prohibited.  There may be times when you are 

given permission to listen to music while on the computer.  At these times, you may use your  
own headphones.  This privilege will be taken away if it is used inappropriately or if you fall 
behind in your assignments. 
 

 Passes - In general, class will not be interrupted in order to give students passes to go to the 
bathroom, their lockers, guidance, etc.  Students are expected to use the restroom and get 
water between classes.  If the nature of the class is such that a pass may be given without 
disrupting the flow of activities in the class, a pass will be given.  Pass privileges will be revoked 
if abused. 

 
DISCIPLINE POLICY 
1st Level – Student/teacher conference and/or parent phone call 
2nd Level – 15 minute teacher detention – phone call home 
3rd Level – 30 minute teacher detention  
4th Level - Discipline referral sent to administrator 
Serious violations such as continuous class disruption and insubordination will result in removal from 
the classroom and a discipline referral automatically sent to an administrator.   
  
STUDENT EXPECTATIONS ς WORK ETHIC 
It is important for you to develop and practice skills that will help you to be successful in the 
workplace.  Listed below are the skills or work habits students in this class are expected to 
demonstrate.   
  

 Attendance - Attend class daily and be on time.  You are expected to be in your seat when the 
bell rings, otherwise you are considered tardy.  Check the class calendar immediately. 

 
 Be prepared with needed materials.  Organize your materials – keep folders/notebooks up to 

date. 
 
 Use time efficiently by completing work without distracting or disrupting others in the class.  
 
 Follow class/school rules as outlined above and in the Student Code of Conduct handbook.   

 
 Professional manners – Exhibit a mature attitude; do not belittle other students; and listen 

when others are speaking.  Respect yourself, your classmates, your teacher, and school 
property.  Exhibit a positive attitude conducive to the classroom/workplace. 

 
 Submit original (your own) work.  Copying or sharing of work will result in a zero for all 

parties.  Parents will be contacted and an administrative referral for academic dishonesty will 
be submitted to the office. 


