CYPRESS BAY HIGH SCHOOL 
COURSE SYLLABUS 
Computing for College and Careers

(was Business Systems & Technology)
COURSE CREDIT: 1 (1 semester)

COURSE NUMBER: 8209020

Instructor: Mr. John Herring • Room 360 • 754-323-0350 x3040 • john.herring@browardschools.com
COURSE DESCRIPTION: This course is designed to provide a basic overview of current business and information systems and trends and to introduce students to the basics and foundations required for today's business environments. Emphasis is placed on developing proficiency with touch keyboarding and fundamental computer applications, so that they may be used as communication tools for enhancing personal and workplace proficiency in an information-based society. This also includes proficiency with computers using databases, spreadsheets, presentation applications, and the integration of these programs using software that meets industry standards. After successful completion of this core course, students will have met Occupational Completion Point — Data Code A, General Office Clerk — OES 55321, SOC Code 43-9061.
SOFTWARE 
· Microsoft Office XP (Word, Excel, Access, PowerPoint) 
COURSE CONTENT 
· 01.00
Demonstrate Knowledge, Skill, and Application of Information Systems to Accomplish Job Objectives and Enhance Workplace Performance

· 02.0
Use Technology to Apply and Enhance Communication Skills in Technical Reading, Writing, Speaking, Listening, and Viewing

· 03.0
Use Technology to Enhance the Effectiveness of Communication Skills

· 04.0
Develop an Awareness of Management Functions and Organizational Structures as They Relate to Today's Workplace and Employer/ Employee Roles

· 05.0
Practice Quality Performance in the Learning Environment and the Workplace

· 06.0
Incorporate Appropriate Leadership and Supervision Techniques, Customer Service Strategies, and Standards of Personal Ethics to Accomplish Job Objectives and Enhance Workplace Performance

· 07.0
Apply Mathematical Operations and Processes as well as Financial Planning Strategies to Commonly Occurring Situations in the Workplace to Accomplish Job Objectives and Enhance Workplace Performance

· 08.0
Assess Personal Strengths and Weaknesses as They Relate to Job Objectives, Career Exploration, Personal Development, and Life Goals

· 09.0
Incorporate Knowledge Gained from Individual Assessment and Job/Career Exploration to Design an Individual Career Plan that Reflects the Transition from School to Work, Lifelong Learning, and Personal and Professional Goals

· 10.0
Demonstrate Human Relations/Interpersonal Skills Appropriate for the Workplace

· 13.0
Perform Functions and Responsibilities to Accomplish Job Objectives and Enhance Workplace Performance
EVALUATION 
Semester grade will be determined by grades on computer class work, assessments, class participation, projects, quizzes, tests, attendance, and participation. Points are given for all assignments. Your grade is a direct result of your effort, attendance, and attitude toward your studies.
This is a business class. When employers evaluate their employees, they look for good manners, pride in work, pleasant disposition, cooperative attitude, and respect for self and others. These are the qualities we expect you to demonstrate in class. A portion of the overall grade in this class depends directly on attitude and willingness to work.
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HOMEWORK 
Homework is given as needed. There is some studying involved. Most of the work is done on the computer in class. Some assignments and projects may be finished at home. Books may be checked out as needed.
SURF at the Bay is a 30-minute reading program during this class, one day a week. You must read a technology related book or article. All work will be documented. 
COURSE REQUIREMENTS 
All students will arrive punctually for class and will follow the CODE of CONDUCT BOOK. Students are expected to come to class prepared with the required supplies and be ready to begin class as soon as the bell rings. 
	REQUIRED SUPPLIES 
· Either a USB flash disk (or “thumb drive”) or a working, free e-mail account with Yahoo, Gmail, or Hotmail / MSN. Student work CANNOT be saved to school computers! NO DISK (or other means of saving work) = NO COMPUTER = 0


· Pens/pencils, Paper


Students will be held accountable for equipment that is damaged due to student misuse. 
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