	Advanced Business II


San Carlos Unified School District: San Carlos High School
School Year: 2007-2008
Teacher: Cindy Barnes

Program Descriptions

The Business program is designed to give students an understanding of business principles, practices, and skills.  Emphasis is also placed on understanding technical innovation and day-to-day business functions of operations management, marketing, human resource management, and finance.  The sequence of business courses introduces basic functions of how businesses are owned, managed, and controlled. Topics include: organizational communications, fundamentals of human resource management, and the basics of management decision making and effective leadership. Instructional strategies and processes incorporate learning resources, materials, technologies, and Arizona State Curriculum Standards appropriate to business.  
Course Description

The Advanced Business II program is designed for individuals and groups to interact in a dynamic business environment.  It is an academic discipline that examines how business decisions are made and how these decisions make an impact on internal and external environments.  The ideals of international cooperation and responsible citizenship are at the heart of business and management. Finally, students are encouraged to make sense of the forces and circumstances that drive change in an interdependent and multicultural world.  This should enable them to assimilate the principles of business and management, and to become critical and effective participants in local and world affairs.  

Materials

Virtual Enterprise Program follows in the footsteps of entrepreneurship and practical skills with the added advantage of linking students in a global business network.  This simulation program places the students on the front lines of the business world.  The network of student run businesses:  http://www.virtualenterprise.org/ 

Course Information

Grade Level:  11 or 12

Length of Course:  One Year

Type:  Business 

Pre-requisite Course:  Completed Advanced Business Technology I with a C or better, or with teacher approval.  

	Assignment
	Standards
	Date
	Description of Tasks
	Assessment
	Skills/Objectives

	Electronic Mail Application
Introduction to VE
timeline
	9.0 Participate in Leadership Activates such as those supported by Career and Technical Student Organizations. 9.9

22.0 Explain Business Functions within an Organization
22.3
19.0 Perform General Office Management Functions

19.9
	The first week

	Complete the Code of Conduct Agreement Form and memorandum of understanding to complete assigned tasks. 


	Students who do not complete the form will be the janitorial/housekeeping staff.  Another option will be asked to withdraw from class.    
	· Let students know the demands of the class

· Each student will be responsible to the class/business.

· Outline housekeeping rules and requirements. 

· Determine the market for particular businesses

	Introduction to business
	18.0 Evaluate the role of small business in the economy

18.1

24.0 Discuss Principles of Economic Systems

24.1 - 24.9

	8/20-8/24
	The students will be introduced the process of starting a business on the reservation.  They will research various organizations that provide funding, education and mentoring.  

	Students will be asked to write an essay of their findings.  The key areas of content will be:

Why is it important to increase the number of privately owned small businesses on reservations?

What resources are available to encourage businesses to locate on reservation land?

What can you do for San Carlos when you graduate from high school?
	· The importance of having an economy and a critical mass of small businesses on reservations

· Demonstrate various economic principles. Research developing private businesses on reservations.  
· Governments play an important role in developing a private, capitalist economic system. 

· Explain public interest, fair competition, maintain law and order, enforce contracts and define property rights.
· Governments set rules by enacting laws and regulations and by establishing courts that enforce contract and property rights. 


	Assignment
	Standards
	Date
	Description of Tasks
	Assessment
	Skills/Objectives

	Departmental Training
	30.0 Demonstrate Human Resource Management Function 30.1,30.2

31.0 Perform General Office Management Functions 31.2
	8/27 – 8/31
	Management, Marketing, Advertising, Human Resources, Accounting, technology, and Specialties
	Completed flow chart of department heads and support staff within the business.  A written description of each position listed on flow chart.  
	Determine how an organization is structured.

Understanding of what each position is responsible for.

Resources needed in the office/classroom



	Business   

Selection

Start a business presentation
	17.0 Demonstrate Written Communication Skills Required in Business Management.

17,1, 17.2, 17.3

22.0 Explain Business functions within an Organization

22.1, 22.2, 22.3

27.0 Determine Personal Responsibility and Accountability Activities Consistent with Established Organizational Goals.

27.2

34.0 Use computerized Information Systems and Technology. 

34.5
	9/4 – 9/7
Visit Tribal Office to learn the process of starting a business on the reservation.

Invite David Reede, Board Member to speak with students on the importance of business development at San Carlos.  
	Register business name and industry focus.

Each group/student will present their business selection.  The class will then vote to determine what business they will run for the entire semester.  
	The presentation will be assessed on content of above listed items and enthusiasm of presenting to entire class.  
	Importance of business on the reservation.

Viable aspects of a business should include:  name, product, target market and pricing.

Democracy system of voting on chosen business.


	Assignment
	Standards
	Date
	Description of Tasks
	Assessment
	Skills/Objectives

	Job Descriptions
	20.0 Evaluate Leadership Styles Appropriate for Business Management 20.3 & 20.4
27.0 Determine Personal Responsibility and Accountability Activities Consistent with Established Organizational Goals.

27.1

16.0 Demonstrate Oral Communication Skills for Business Management 16.2

30.0 Demonstrate Human Resource Management Functions

30.1, 30.2, 30.3

	9/24 – 9/28
	Company employees must complete job descriptions to begin the interview process
	A job description rubric will be used.  A completed application/resume/cover letter for the position they want to interview for.  
	- Each employee will write a complete job description for the job that they hold within the virtual company.

 - Study the individual elements and duties. All information related to the salary and benefits, working hours and conditions are included in the job specification

	Job Interviews
	30.0 Demonstrate Human Resource Management Functions

30.4, 30.5

14.0 Prepare for Employment in Business Management

14.1 – 14.4

	9/24 – 10/5
	It is required that all employees interview to get their perspective jobs.  All applicants should complete a resume and cover letter for the interview. 

Leadership training for Accountants & Management will be in San Diego October.  
	By completing the application and interview process.   A resume rubric is attached.     
	Business Core Career Preparation, Job Acquisition and Retention; Employability Skills

Prepare cover letter, application and resume

Obtain letters of recommendation and participate in an interview process.  

	Personal Finance
	19.0 Demonstrate Business and Financial Management practices needed for Entrepreneurs.  

19.7
	10/9 – 10/12
Ongoing every payday
	Each employee will receive a bi-weekly paycheck, determined by the individual’s position, and will be expected to pay certain specific bills weekly and monthly. Students will also be expected to pay on their orders from other Virtual Enterprise companies
	Project based will be a completed checkbook with monthly expenses.  
	Assessing personal budgets based on monthly income and how income and expenses are utilized

Maintain a cycle of mandatory duties.  

	Student Portfolios
	13.0 Develop an Individual Career Plan for Business Management.

13.1 - 13.4
	Started ASAP and complete by April 30th.  
	All students are required to complete a student portfolio.  The emphasis is career ready.  
	
	Maintain official documents

Responsibility to complete tasks

Standard work based procedures


	Assignment
	Standards
	Date
	Description of Tasks
	Assessment
	Skills/Objectives

	Staff Development 


Or job shadowing
	15.0 Participate in Work Based Learning Experiences.

15.1 - 15.5

21.0 Participate in Leadership Activities such as those supported by Career and Technical Student Organizations.

21.7 & 21.8

30.0 Demonstrate Human Resource Management Functions.

30.6, 30.7
	Ongoing
	Once company positions have been filled, staff development must be conducted to prepare employees for their new jobs.  
	Class participation and writing a list of names to give to the coordinator.  
	Understand how valuable community members are. 

Create business partners.

Tribal office is working for community members.  

	Employee Manual
	17.0 Demonstrate Written Communication skills Required in Business Management  

17.1

25.0 Discuss Legal Concepts that apply to Business.

25.1, 25.2, 25.6

29.0 Demonstrate Administrative and Communication Functions.

29.1, 29.4, 29.5
	10/9/06 – 11/3/06
Must be complete in conjunction to grand opening.  Human Resource will be responsible for the manual.  
	Establish the rules, policies, dress code and regulations that govern the office.
	Students will be evaluation from rubric on their completed project.  
	Ability to develop a comprehensive document and format it in a professional manner.

	Company Logo
	21.0 Participate in Leadership Activates such as those supported by Career and Technical Student Organizations. 21.4 & 21.6
26.0 Demonstrate marketing Concepts.

26.3, 26.5, 26.6
	10/9 – 10/12
Must be completed for the business plan.

	A jpeg log must be created no more than 230 X160 pixels large. 

The entire class will work on the logo, however, the Marketing Dept will be responsible for the logo.  

  
	The student/group will be evaluated by the project and vote.  
	· Use graphics and design

· Considering the target market and their appeals.  

· Use of word art and various fonts/sizes/colors

· Categorize symmetric figures based on type of symmetry
· Knowledge of copy write laws


	Assignment
	Standards
	Date
	Description of Tasks
	Assessment
	Skills/Objectives

	Register Grand Opening
	19.0 Demonstrate Business and Financial Management Practices needed for Entrepreneurs 19.8 & 19.9

21.0 Participate in Leadership Activates such as those supported by Career and Technical Student Organizations. 21.1 - 21.5, 21.9

29.0 Demonstrate Administrative and Communication Functions 29.1
	10/15 – 10/19
Human Resource will be responsible for the grand opening event.
	Choose company uniform.  Register for Grand Opening.  Create grand opening flyer and start planning the activities and guest list.    
	Each student practice and demonstrate proper etiquette to be used at the workplace and most importantly at the grand opening.  What they expect to happen and the part they will play in the preparation and at the actual event.  
	· Teamwork – Many tasks to reach one goal. 

· Vision of the business and how it should be portrayed.

· Follow proper registration procedures and deadlines.

· Becoming aware and using basic manners. 

· Developing proper body language and communication skills. 

· Learning proper introductions and handshakes. 



	Grand Opening
	21.0 Participate in Leadership Activities such as those supported by Career and Technical Student Organizations.

21.9
	11/15 (tentative)
	Each company must have a grand opening activity.  Include of tours, refreshments and/or sales activity.  
	Employees will be evaluated on the outcome as a whole and individual participation.  As a whole, the coordinator will be aware of guest attendance, refreshments, and presentations.  Individually, coordinator will be aware of attendance, involvement and interaction with guests
	· Professional attitude and communication. 

· Overcome obstacles

· Professional interaction

· Proper Etiquette 


	Assignment
	Standards
	Date
	Description of Task
	Assessment
	Skills/Objectives

	Business Plan



Cash Flow Statement



Sales Forecast
Purpose of Business Plan Presentation

	17.0 Demonstrate Written Communication Skills Required in Business Management. 17.1-17.3 

18.0 Evaluate the role of Small Business in the Economy

18.1 - 18.7

19.0 Demonstrate Business and Financial Management Practices Needed for Entrepreneurs 19.1 – 19.9

21.0 Participate in Leadership Activates

21.1 – 21.8

22.0 Explain Business functions within an Organization.  

22.1 - 22.3

23.0 Explain Business Ethics 23.1 – 23.6

26.0 Demonstrate Marketing Concepts 26.1 -26.8

27.0 Determine Personal Responsibility and Accountability Activities Consistent with Established Organizational Goals.

27.1 – 27.3

28.0 Demonstrate General Management Practices

28.1 – 28.7

29.0 Demonstrate Administrative and Communication Functions. 

29.1 – 29.5

31.0 Perform General Office Management Functions

31.1 – 31.7

33.0 Perform Financial Analyses to make Business Decisions 33.1 – 33.5 


	10/22/07 – 11/9/07 Draft due

12/4/07 final business plan due

Marketing, Finance and Administrative staff are required to work as a team to complete the business plan.  

Arrange to be placed on the school board agenda for December 4th.

	Must submit a written business plan.  This is required to obtain a license.  

If the plan is properly developed and written, it provides more than mere numbers on paper. It serves as an effective communication tool to convey ideas, research findings, and proposed plans to others. Secondly, it forms the basis for managing the new (or existing) venture. Lastly, it serves as a means by which to evaluate needed changes.


	Students will be evaluated on their completed plan using a rubric.  The rubric will be given to students so they can follow and not miss any steps.  
	The Business Plan is a valuable management tool that can be utilized in a wide variety of situations. In most companies, the plan is used at a minimum to: 

Set the goals and objectives for the company's performance. 

Provide a basis for evaluating and controlling the company's performance. 

Communicate a company's message to middle managers, outside directors, lenders, and potential investors.


	Assignment
	Standards
	Date
	Description of Tasks
	Assessment
	Skills/Objectives

	Phantom Contracts
	25.0 Discuss Legal Concepts that Apply to Business.

25.1, 25.2, 25.3, 25.4
	10/29 – 12/7
After business selection and during the business plan writing procedure, the phantom contract is developed for each business. It should be completed at the same time as the business plan.
	Establish “Phantom Contracts” to generate enough income for 20 –30 employees.  They need to cover no more than 85% of firms’ monthly operational expenses.  
	Completed contract must have the necessary documentation and free of grammatical errors.  This is a legal document and should be treated as such.  
	Accuracy is the only acceptable policy

Research target markets

Necessity of buying/selling contracts between companies.  

Teamwork among other personnel.  

Business Communication with major companies.  

	Website
	26.0 Demonstrate Marketing Concepts

26.1, 26.3, 26.5, 26.6

34.0 Use Computerized Information Systems and Technology

34.1, 34.3
	10/9 – 12/9

The technology Dept is responsible to complete the business website In conjunction with business plan
	Each business must have an operational web page representing the company.  Either Mark Nichols or Brett Snell will help the advertising dept create the web site.  
	Completed project that includes:  Links, tables, pictures, copyright info, contact and sponsors.  
	Learn the commands and functions of building a website.

File organization on the computer

Learn about the use of technology in communicating

Collaboration with other departments

Imagination is more important than knowledge (Albert Einstein)

	Company forms
	17.0 Demonstrate Written Communication Skills

17.3

26.0 Demonstrate Marketing Concepts 26.8

34.0 Use Computerized Information Systems and Technology 34.2
	10/9 – 12/9
The marketing Dept is responsible for company forms in conjunction with business plan
	· Business cards

· Name tags

· Invoices

· Letterhead

· Memorandums

· Purchase Orders 

· Sales Receipts
	Completed forms within the four weeks.  Timing is crucial, as these forms need to be included in the business plan.  
	Accuracy is the only acceptable policy

Teamwork among other personnel.  

Business Communication and portrayal of image.

Using advanced word processing and other forms of application possibilities.   


	Assignment
	Standards
	Date
	Description of Tasks
	Assessment
	Skills/Objectives

	Business Plan Presentation
	33.0 Perform Financial analyses to make business Decisions.

33.4, 33.5
34.0 Use computerized Information Systems and Technology.

34.4
	11/13 – 11/30
Tentative presentation date of 12/4.  

Make any travel arrangement to lending institute
	All virtual businesses must go before local business panels to formally present business plan in order to receive business license.  
	Students’ presentation will be evaluated from a rubric
	Employees should provide visual aids for key segments of the plan, and the presenter should be prepared for specific questions concerning: Research and development.  Market research and understanding of the business. The financial projections and why they will work.    The relative priority of the objectives. The owners' "ability to make it happen".

	Personal Finance
	19.0 Demonstrate Business and Financial Management practices needed for Entrepreneurs.  

19.7


	12/3 – Semester Break.  Ongoing every payday
	Each employee will receive a Bi-weekly paycheck, determined by the individual Virtual Enterprises, and will be expected to pay certain specific bills weekly and monthly. Employees will also be expected to make 3-5 purchases per payday
	Project based will be a completed checkbook with monthly expenses
	Assessing personal budgets based on monthly income and how income and expenses are utilized

	Company Contract
	23.0 Explain Business Ethics 23.1 – 23.3 & 23.5

25.0 Discuss legal concepts that apply to business 25.1 – 25.5

31.0 Perform General Office Management Functions.

31.3, 31.6

32.0 Use Accounting Information to Make Business Decisions.

32.1, 32.2, 32.3, 32.4, 32.5, 32.6, 32.7
34.0 Use Computerized Information Systems and Technology. 34.6
	1/7 – 1/18 

Finance Dept responsibility and on going every month to reflect on income statement
	As outlined in the company’s business plan, pay bills required by the business plan. (I.e. utilities, insurance, telephone, Internet provider, rent, equipment leases, etc.)

Banking manual available from coordinator
	The Administrative Staff must approve completed contract.  As bills are paid please forward to coordinator.  
	Understand the necessity to buy and sell for an economy to work.

Understand the legalities between the buyer and seller.

Use of organizational skills in a business cycle.  


	Assignment
	Standards
	Date
	Description of Tasks
	Assessment
	Skills/Objectives

	Trade Fair
	16.0 Demonstrate Oral Communication Skills 16.1 – 16.8

19.0 Demonstrate Business and Financial Management Practices needed for Entrepreneurs 19.8 & 19.9

21.0 Participate in Leadership Activities such as those supported by career and technical student organizations 21.1 21.6, 21.9

27.0 Determine personal responsibility and accountability activities consistent with established organizational goals. 27.1 – 27.3


	Start planning 1/7
For Annual Southern California Trade Fair, Scottish Rite Center (San Diego, CA)
	Virtually every industry in the business world has tradeshows, at local, regional and national levels. These fairs are milestone events to showcase each Virtual Enterprises' projects and developments.
	The Trade Fair Rubric will be used for assessing the preparation for participation in Virtual Enterprise events
	Establish clear, realistic exhibiting goals and objectives.

Build a checklist and stick to it.

Promote the company.

Understand Trade Fair guidelines.

Debrief and evaluate the Trade Fair.

Always follow-up.

	Newsletter
	26.0 Demonstrate Marketing Concepts

26.2. 26.4

27.0 Determine Personal Responsibility and Accountability Activities Consistent with Established Organizational Goals.

27.2

28.0 Demonstrate General Management Practices.

28.5


	1/7 – 1/25
Marketing Dept responsibility and on going monthly issue
	All Virtual Enterprises are required to write a monthly newsletter once the enterprise becomes operational. This will be required monthly until the end of the business year.  
	The newsletter format should be in columns, a page long, company logo, news worthy and in a timely manner each month.  
	Accuracy is the only acceptable policy

Teamwork among other personnel.  

Business Communication and portrayal of image.

Using advanced word processing and other forms of application possibilities.   

Imagination is more important than knowledge (Albert Einstein)

	Advertisement
	26.0 Demonstrate Marketing Concepts

26.1, 26.2, 26.4 – 26.6


	1/7 
Marketing Dept responsibility and then every two weeks thereafter.  
	The Advertising Unit is a comprehensive unit that focuses on the various means of attracting attention to a company and its product or service. Accepted advertising guidelines are also presented.  
	The Advertising Rubric will be used for assessing company advertisements
	Advertising Principles of American Businesses

Target Your Market

Consideration to cultural differences

Maintain a schedule of bi-weekly advertisements.  


	Assignment
	Standards
	Date
	Description of Tasks
	Assessment
	Skills/Objectives

	Financial Reports
	19.0 Demonstrate Business and Financial Management practices needed for Entrepreneurs.  

19.2, 19.3, 19.4, 19.5

29.0 Demonstrate Administrative and Communication Functions

29.3

33.0 Perform Financial analyses to make Business Decisions.

33.1, 33.2, 33.3, 33.5
34.0 Use Computerized Information Systems and Technology34.2 & 34.6
	1/7 – 1/25
Finance Dept responsibility and then monthly thereafter
	An income statement and balance sheet must be completed.  

Use financial formulas to determine company’s financial weaknesses.  

	The Accounting Rubric will be used for assessing company accounting practices
	Establish a working set of books using an accounting system that record financial transactions in an orderly manner. 

Develop payroll procedures. 

Determine their federal and state corporate taxes and other taxes that may apply.

	Taxes
	25.0 Discuss Legal Concepts that Apply to Business 25.6

32.0 Use Accounting Information to make Business Decisions 32.6,32.7
	1/7 – 1/25 

Finance Dept responsibility and then monthly thereafter
	Virtual IRS and Franchise Tax Board accounts will be used to make company and individual payments.  
	The Accounting Rubric will be used for assessing company accounting practices
	Pay Company Taxes (sales, income, and corporate) according to IRS schedule.  

Develop payroll procedures. 

Determine their federal and state corporate taxes and other taxes that may apply.

	Catalogs
	15.0 Participate in work based learning experiences. 15.1
20.0 Evaluate leadership styles appropriate for the workplace. 20.1 – 20.4

21.0 Participate in Leadership Activities such as those supported by Career and Technical Student Organizations.

21.1 – 21.9
	Date:  1/7 – 2/3 we want to have available for the trade fair in February


	Marketing Dept responsibility for the materials and design of the trade fair

Develop company catalogs that should be distributed to other companies and the VE central office.  Will be used at the trade fair.  
	Approval of overall design / rough draft Approval of cover design Complete product identification Product pricing information Written product descriptions Order form   Any other sections in catalog.   Final print Collating and binding Company training
	Teamwork and organization

Leadership

Work with multimedia technology.

Time management


	Assignment
	Standards
	Date
	Description of Task
	Assessment
	Skills/Objectives

	Staff Development
	15.0 Participate in Work Based Learning Experiences.

15.1 - 15.5

21.0 Participate in Leadership Activities such as those supported by Career and Technical Student Organizations.

21.7 & 21.8

30.0 Demonstrate Human Resource Management Functions.

30.6, 30.7


	1/28 – 1/31 
coordinator will check portfolio and contact each employee  
	Once company positions have been filled, staff development must be conducted to prepare employees for their new jobs.  
	By January every student should be involved in job shadowing.  The name of the company/department should be in student portfolio 
	Understand how valuable community members are. 

Create business partners.

Tribal office is working for community members.  

	Staff Development
	18.0 Evaluate the Role of Small Business in the Economy 18.6

21.0 Participate in Leadership Activities such as those supported by Career and Technical Student Organizations. 

21.1 -21.7 & 21.9


	2/25 – 2/29
Human Resource Dept responsibility. 
	Write a letter to the governing board and superintendent thanking them for allowing you to participate.  Include what you learned at the trade fair, any improvements and if students should participate in the future.   
	Students will take 10 online tests.  

Write a thank you letter to governing board and superintendent for travel to the trade show.  
	Business Communications; Economics and Financial Concepts; Employability Skills; Information Technologies; Leadership Development; Financial and Managerial Accounting; Legal Environment; Management Principles; Administrative Support; Communication and Interpersonal Skills; Global Marketing; Marketing Strategies; Promotion; Selling Concepts; Merchandising; Entrepreneurship

	Community Service
	18.0 Evaluate the role of small business in the economy. 18.1, 18.2, 18.7

1.0 23.0 Explain Business Ethics
2.0 23.1 – 23.5
	3/3 – until last day

Present the concept to students in March and complete the community service project by the end of May
	Community Service

Community Needs and contacts

Starting a community service

Resources

Forecasting 

Target 

Promotion (newspaper, radio and/or channel 1)
	Execution of community service project.  Participation to gather resources, contacts, working as a team member. 

Include pictures and activities of the project on web site 
	Students will be able to:

Understand responsibilities as citizens.

Explore new roles

Opportunities for career exploration.

Positive experience of helping others. 

Actively participate in their community

Giving back to the community for their help with our class requirements.  


	Assignment
	Standards
	Date
	Description of Tasks
	Assessment
	Skills/Objectives

	Student Portfolios
	13.0 Develop an Individual Career Plan for Business Management.

3.0 13.1 - 13.4
	Due by April 25th 


	All students are required to complete a student portfolio.  The emphasis is career ready.  

Students need to work on buying from other VE companies and work on personal finance
	Students need to complete an evaluation form for their department members.  This is confidential and turned into the coordinator.  
	Maintain official documents

Responsibility to complete tasks

Standard work based procedures

	Annual Report
	18.0 Evaluate the Role of Small Business in the Economy 18.2,18.4, 18.6

21.0 Participate in Leadership Activities such as those supported by Career and Technical Student Organizations. 

21.8, 21.9
	3/31 – 4/25
Marketing, Finance and Administration work on the annual report.
	Company books should be closed April 25th 
	Students will be evaluated on the Annual Reports Rubric.  
	Business Communications; Economics and Financial Concepts; Employability Skills; Information Technologies; Leadership Development; Accounting Procedures; Financial Analysis

	Annual Report Presentation
	16.0 Demonstrate Oral Communication Skills for Business Management. 16.5 – 16.7

34.0 Use computerized Information Systems and Technology

34.4


	4/28 – 5/9

Show the presentation to Advanced Business I students the week of the 5/12 (Tentative)
	The business panel from local business community will be present to hear company’s annual report.  
	Students will be evaluated on the Annual Reports Rubric
	Business Communications (verbal & written).  

Employees provide a printed report for everyone. 

Prepared for specific questions.  

	Personal Finance, Student Portfolio, update resume and finalize all inventory of business for the next year students
	
	5/12 – 5/29

Everyone’s responsibility
	
	
	


Advanced Business II

SBM 101 Grading Policies

Academic Integrity: 
· Violations of scholastic ethics are considered serious offenses by Eastern Arizona College, the Business Department and by your coordinator. Students may consult the EAC Student Handbook sections on student code of conduct, on scholastic ethics and on the grade appeal procedure.  Copies are available at GCC campus library.

· All work done for this class must be your own.  While you may discuss assignments with other class members, the final written project must clearly be your own.  You may use work from books and other materials if it is properly cited.  Copying from a book without proper reference or from a person under any circumstances will result in an F for the assignment, and at the instructor's discretion, possibly an F for the course.

· Students are expected to abide by the Student Code of Conduct and the Scholastic Code of Conduct found in the Eastern Arizona College Student Handbook. Copies are available at GCC campus library.

ADA Compliance: 

Gila Community College District strives to comply with the provisions of the Americans with Disabilities Act and Section 504 of the Rehabilitation Act. Students with disabilities requiring special accommodations must notify the instructor of this need or directly contact the Disabled Student Resources Office on your campus at the beginning of the semester. 

Student Withdrawals:  

The last day for a student to initiate an official withdrawal from a semester-length course and receive a “W” grade is six weeks prior to the last Friday before final exams.  The instructor will not initiate a withdrawal from a semester-length course.  It is the student’s responsibility to withdraw from their course, not the instructors.  Withdrawal for Short-Term and Open-Entry Exit course is the last day of the class.

Make-up Exams:  Your exam is exercising a high level of dedication and commitment to your future.  You should be seen as possessing positive work attitudes
Extra Credit Opportunities:  Portray a positive image of yourself.  Punctuality, regular attendance, teamwork, dedication and commitment will be considered for extra credit.
Final Grades:  Final college grades can be requested by contacting the EAC Records and Registration Office at 1-800-678-3808, ext. 8270.  On Line:  Log on to www.gilaccc.org and lick on Gila Hank Online to access GCC/EAC’s real time internet registration system. For more information contact GCC administrative offices at 425-8481 

I find grading the most difficult of all teaching tasks.  However, I have a responsibility to evaluate a student’s academic performance.  Accordingly, grading rationale will be calculated as follows:
	Assignment
	Points
	
	Grading Scale

	
	
	
	A standard scale is used for the final grade.

	E-Mail Application
	50
	
	A 
1186-1325 points


	Introduction to Business
	50
	
	B 
1054-1185 points


	Departmental Training
	50
	
	C 
  921-1053 points



	Business Selection
	50
	
	D 
    795-920 points


	Job Description
	50
	
	F
       0-794 points 


	Job Interview
	100
	
	

	Personal Finance
	50
	
	

	Student Portfolio
	50
	
	

	Staff Development
	50
	
	

	Departmental Projects
	150
	
	

	Company Logo
	50
	
	

	Grand Opening
	75
	
	

	Business Plan Presentation
	100
	
	

	Trade Fair
	150
	
	

	Business thank youLetter
	50
	
	

	Community Service
	100
	
	

	Annual Report
	50
	
	

	Annual Report Presentation
	100
	
	

	
	
	
	

	TOTAL
	1325
	
	


	Standard
	
	Date Attained

	13.0 Develop an Individual Career Plan for Business Management.
	Completed April
	April 13.1-13.4

	14.0 Prepare for Employment in Business Management
	Completed September
	September 14.1 - 14.4

	15.0 Participate in Work Based Learning Experiences.
	Completed October
	October 15.1-15.5

	16.0 Demonstrate Oral Communication Skills for Business Management 
	Completed February
	September 16.2 February 16.1 - 16.8

	17.0 Demonstrate Written Communication Skills Required in Business Management.
	Completed December
	August 17.1, 17.2, 17.3

	18.0 Evaluate the role of small business in the economy
	Completed November
	August 18.1 November 18.1 - 18.7

	19.0 Perform General Office Management Functions
	Completed November
	August 19.9      October 19.7, 19.9 November 19.1 - 19.9

	20.0 Evaluate leadership styles appropriate for the workplace. 
	Completed February
	February 20.1 - 20.4

	21.0 Participate in Leadership Activities such as those supported by Career and Technical Student Organizations.
	Completed November
	October 21.1, 21.5, 21.7, 21.4, 21.6, 21.8, 21,9                 November 21. 1 - 21.8

	22.0 Explain Business Functions within an Organization
	Completed August
	August 22.1 - 22.3

	23.0 Explain Business Ethics 
	Completed November
	November 23.1 - 23.6

	24.0 Discuss Principles of Economic Systems
	Completed August
	August 24.1, 24.6

	25.0 Discuss Legal Concepts that apply to Business.
	Completed December
	November 25.1,25.2, 25.5, 25.6         December 25.1, 25.2, 25.3, 25.4

	26.0 Demonstrate marketing Concepts.
	Completed November
	November 26.1 - 26.8

	27.0 Determine Personal Responsibility and Accountability Activities Consistent with Established Organizational Goals.
	Completed April
	August 27.2 September 27.1 November 27.1 - 27.3

	28.0 Demonstrate General Management Practices
	Completed November
	November 28.1 - 28.7

	29.0 Demonstrate Administrative and Communication Functions.
	Completed November
	October 29.1 November 29.1 - 29.5

	30.0 Demonstrate Human Resource Management Function 
	Completed October
	September 30.1, 30.2, 30.3,30.4, 30.5 October 30.6, 30.7

	31.0 Perform General Office Management Functions 
	Completed November
	September 31.2 November 31.1 - 31.7

	32.0 Use Accounting Information to Make Business Decisions.
	Completed January
	January 32.1, 32.2, 32.3, 32.4, 32.5, 32.6, 32.7

	33.0 Perform Financial Analyses to make Business Decisions 
	Completed November
	November 33.1 - 33.5

	34.0 Use computerized Information Systems and Technology. 
	Completed January
	August 34.5 November 34.4 December 34.1, 34.3, 34.2 January 34.6
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