Information Processing/Multimedia Presentations
2011-2012Course Syllabus

Mr. Bunion

Business Education Teacher

Rahway High School

Room 213
lbunion@rahway.net
(732) 396-1090 x4538

Course Overview:

The Information Processing/Multimedia Presentations course is designed to give students a competitive advantage in the workforce by teaching fundamental skills necessary to succeed in business.  This course focuses developing strong keyboarding and data processing and management skills, while developing the students into young business professionals.  The content is as follows:

· Keyboarding
· Word Processing
· Spreadsheet development and management
· Multimedia Presentations
· Database Management

The philosophy of the business education program in the Rahway School District is a vision of:

· Meaningful vocational preparation for those students who have elected to take courses in the business program including preparation for post-secondary education.

· Entry-level job skills for those students who choose to enter business-related employment upon graduating from high school.

· Personal skills and general business knowledge for those students who plan to pursue other careers.

Text:

VanHuss, Forde, Wo, Hefferin. Integrated Computer Applications with Mutlimedia & Input Technologies. Thompson-South Western,  Mason, Ohio: 2006.

Grading System:

Weighted Grade Components:

Classwork


50%

Projects (short/long term)
40%
Participation


10%

**Grading System is subject to change**

Office Hours:

M-F: Period 1—7:15-7:57
Students must speak with Mr. Bunion in advance to arrange after school appointments!

Class Expectations
· All rules established by Rahway High School listed in your student handbooks will be strongly enforced. 

· Respect: yourself, your classmates, and your teacher

· Be on time for class—NO EXCUSES!

· Always be prepared for class (notebook, textbook, workbook, pencil, or any other book or handout that we may be using)

· All work is to be handed in when it is due.  If absent, you have two (2) school days to hand in missed work.  Mr. Bunion will not track you down for missed work, nor will he accept it late!  

· “Do Nows” are to be done in your Do Now notebook only, which will be collected and counted as a test grade.  

· Remember-Failure is not an option!  In everything we do, we do in the Spirit of Excellence!!!

Info Processing/Multimedia Presentations
Classroom Contract

I __________________________ have thoroughly read and reviewed this syllabus with my parent/guardian.  I understand and agree that I am expected to conduct myself as a young business professional.  By doing so I agree to be punctual, honest, hardworking, respectful, diligent and professional in everything I do.  
Everything I do will be done to the best of my ability, thus upholding the charge to do everything in the Spirit of Excellence!  I am and will forever be a competent, confident, successful individual.  I, ___________________________, will rise to every challenge and will strive to go above and beyond all expectations, because I am proud of who I am, where I come from, and where I am going!  Nothing will hold be back!
In the Spirit of Excellence,

_________________________________________


__________________

Student Signature






Date

_________________________________________


__________________

Parent/Guardian Signature





Date

Dear Parent/Guardian,

I am honored to have your son/daughter as a student in my class.  I would like to take this time to give you an overview of my expectations for the year.  
If you have not already heard, my classes are not the typical classes at RHS.  My students not only gain textbook knowledge of the subject, but they gain real life experiences through the professional development component of this course.  Your child will transform from a normal high school student to a young professional.

Students in my classes participate in various professional development activities from attending lectures with guest speakers, presentations, participating in the school’s Career/College Fair, to organizing their own Mock Career Fair.  Students will be expected to “dress for success” at these events, therefore wearing business attire to these events.  Students will learn in the first couple of weeks of school what business attire consists of.

My expectations of students are very high!  I expect my students to be punctual, honest, hardworking, respectful, diligent and professional.  To be honest, I expect nothing less than excellence, because as a product of Rahway, I know that our students are capable of success.  Success is only a decision away!  Please encourage your child to rise to this challenge and become the successful individual that they are already destined to be.

Thank you for your support!

In the Spirit of Excellence,

Leon D. Bunion

Business Education Teacher

Rahway High School
Mr. Bunion’s Words to Live By…
· Good, Better, Best, never let it rest, till your Good gets Better and your Better gets BEST!!!

· Excuses are tools of incompetence, used to build monuments of nothingness, and those who specialize in its uses, seldom achieve anything but excuses!  -unknown
·  Failure is not an Option!
-Mr. Bunion
· Success is only a decision away!
-Mr. Bunion

· The great thing in the world is not so much where we stand, as in what direction we are moving.
-Oliver Wendell
· All battles are first won or lost in the mind.
-Joan of Arc
· People who succeed reach decisions promptly and change them, if at all, very slowly.  People who fail, reach decisions, if at all, very slowly and change them quickly and frequently.
-Napoleon Hill
· Limits begin where vision ends, envision success and give yourself permission to win.
