Business Practices (IHT/OJT)

Centralia High School Grade Level 12

COURSE DESCRIPTION:  This is a completer course in the Vocational Business sequence.  In this course, the student will work independently and with other students to complete live work.  At least 50% of this work must be for the Centralia-Corning-Vermillion communities.  Course work can be focused on video-editing projects and desktop publishing projects depending upon student’s interest.  The students will complete an OJT project during the last 9 weeks of school at a local business of their interest.  To complete the 180 hours, the students will be required to come in during their free time.
PREREQUISITES:  Desktop Publishing, Computer Applications I, Accounting I
STUDENT FOCUS GROUP:  12TH Grade – 1 Year (180 hrs)
SOFTWARE:  Microsoft Office 2000 (Word, Excel, Access, PowerPoint)
TEXTBOOKS:  none

METHODS OF INSTRUCTION:  Projects
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Rating Scale:
3-Skilled-works independently


2-Limited Skill-requires assistance to perform task



1-Skill Undeveloped-received instruction but has not developed skill



0-No Exposure-no instruction or training in this area

DESKTOP PUBLISHING
3  2  1   0
1.
Use Calendaring to keep 

track of projects due and work time

3  2  1  0
2.
Use software for a variety of 

business applications including, but not limited to, word processing, spreadsheet, database, and multimedia presentations

3  2  1  0
3.
Product documents 

integrating graphic files with other applications software

3  2  1  0
4.
Use presentation software to 

create projects using graphics, fonts, lines, shading, etc.
3  2   1  0
5.
Use office equipment(Fax, 



copier, calculator, phone)


3  2  1  0
6.
Utilize electronic mail 



services

3  2   1  0
7.
Select the materials, tools, 

equipment, or other resources to perform the activities needed to accomplish a specific task

3  2  1  0
8.
Create a design/publication 

using clip art, boxes, shading, lines, and illustrations created with drawing and paint tools

3  2  1  0
9.
Create a brochure using 

graphics and text for publication

3  2  1  0
10.
Insert scanned 

graphics/photos into an existing page layout

3  2  1  0
11.
Create bulletins, flyers, 



programs, and announcements

3  2   1  0
12.
Define terms related to 



desktop publishing
3  2  1  0
13.
Compare functions and 
features of software used for desktop publishing (Word vs. PageMaker)

3  2  1  0
14.
Label all components of the 



desktop

3  2  1 0
15.
Identify tools in toolbars and 



palettes

3  2  1  0
16.
Apply tools in toolbars and 



palettes

3  2   1 0
17.
Access available resources to 

solve problems ( i.e. help screens, reference manuals

3  2  1  0
18.
Determine and adjust type 

attributes (i.e. bold, italics, underline, reverse, strike through)

3  2  1  0
19. 
Create a text block

3  2  1  0
20. 
Import graphics from various 

sources (i.e. software-specific library, other applications, internet)

3  2  1  0
21.
Manipulate graphics (i.e. 

resizing, cropping, scaling, rotating)
INTERNET & COMMINICATIONS

3  2   1  0
22. 
Download graphic files from 



Internet

3  2   1  0
23.
Navigate the Internet 



proficiently

3  2   1  0
24.
Use software applications, 

input/output devices, and peripheral equipment

3  2  1  0
25.
Use telecommunications to 



access and transmit 

information and on-line communications

3  2  1  0
26. 
Demonstrate fundamental 

skill of digital photography including capturing, downloading, and processing digital images
CAREER DEVELOPMENT SKILLS
WORK ETHICS
1. Interpret standard workplace policies related to:

3  2  1  0

a.  Safety

3  2  1  0

b.  Personal hygiene

3  2  1  0

c.  Personal discipline 



    (personal leave and 



     absence)
3  2  1  0

d.  Substance abuse
3  2  1  0

e.  Employee theft

3  2  1  0

f.  Sexual harassment

3  2  1  0

g.  Causes for 



    termination/legal actions

2. Apply employee rules, 

regulations, and policies in a given occupational area, including:

3  2  1  0

a.  Punctuality and 

 

     dependability
3  2  1  0

b.  Responsibility for position

3  2  1  0

c.  Accuracy

3  2  1  0

d.  Cost effectiveness


3.
Understand and value 



effective work ethic

attitudes and behaviors such as:

3  2  1  0

a.  Acceptance of the job        

  

     requirements

3  2  1  0

b.  A willingness to take 



     initiative with new   



     challenges

3  2  1  0

c.  Take responsibility for 

   

     decisions and actions

3  2  1  0
4.
Compare and compete various examples of job application forms.

3  2  1  0
5.
Explain the legal and professional ramifications a job application form has for the applicant and employer

3  2  1  0
6.
Demonstrate personal 


characteristics that lead to 


job satisfaction
3  2  1  0
7.
Maintain an openness to 



lifelong leaning

3  2  1  0
8.
Create a portfolio or other 


means that display academic 


and technical skills
LEADERSHIP SKILLS

3  2  1  0
1.
Maintain healthy self-

esteem and confidence.
2. Negotiate solutions between 
people.
3. Work in teams to increase 

productivity and product 

quality.
4. Communicate and work 
effectively as team members.
5. Accept responsibility and 

carry out tasks.

SCIENCE AND TECHNOLOGY

3  2  1  0
1.
Describe positive and 



negative impacts of 



technology on the 



environment

MATHEMATICAL SKILLS AND CONCEPTS

3  2  1  0
1.
Operations-Solve problems 



that involve 



percents, ratios, and 

proportions including use of appropriate conversions when necessary (e.g. decimals to percents, percents to decimals, or ratios to percents

3  2  1  0
2.
Algebra-Recognize, describe, 



and predict patterns of data

LANGUAGE ARTS SKILLS

3  2  1  0
The student…

1. adjusts reading rate to support comprehension when reading narrative, expository, technical, and persuasive texts.
