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Business Communications/Business Design thoroughly covers the basics of written and oral workplace communication. Emphasis on grammar, math, business ethics, and the “team” concept will be discussed. This will include a project that will team students to work on an entrepreneurial business of their own and be prepared to present their findings in a student desired media format. Some of the expected outcomes are that you will be prepared to:
· Write business-related e-mail, letters, memos, reports, resumes, instant messages, instructions, manuals, minutes, agendas, and process and object descriptions

· Plan and deliver oral presentations using Prezi
· Create graphics and visual aids
· Business development (and possible implementation)
· Learn the importance of “first impressions”
· Gain awareness of ethical issues, such as confidentiality and plagiarism

· How business math is incorporated in business and everyday life
· Skills in interpersonal communication, including active listening and creativity skills
· A solid grounding in grammar and mechanics and reading for information
Basic Information

Instructor: 

John Griffin
Room:


129
E-mail: 

basejgball@gmail.com 
Phone:


School – 860.695.9479, Home – 413.569.5582, Cell 413.250.5196 

About Mr. Griffin 

This is my thirty-second year teaching in the Hartford School system and my sixth at Pathways. I have taught many classes but presently I am teaching Entrepreneurship, Business Communication/ Business Design and E-commerce. I hope you take the time to enjoy this class and benefit from its learning experience.
I love teaching! My goal is for everyone to find something inspiring, interesting, fun, or new. I look forward to learning from - and being inspired by - you too.

Class Website 

pathwaysmoodle.com
basejgball.weebly.com


This website will make your learning easier and more organized. You can access this site from any computer anywhere, anytime. Your work for each day will be located at this site. So, if you miss school one day you can access the work for that day from your home computer. 
Let me know if you have any ideas to improve our Web site!

What Can I Expect From Mr. Griffin?

· A variety of challenging projects using different media and skills 

· Clear instructions and demonstrations for using the materials and doing the projects 

· Encouragement and guidance in evaluating your own and your peers’ work constructively 

· A clear grading policy and frequent formal or informal progress reports 

· Respect for your input, ideas, and personal interests 
Course Objectives

Comprehensive Objectives – Business Communication/Business Design
As a result of taking this class, you should be able to:

· Work professionally within a group. 
· Identify different types of business communication. 
· Develop proficiencies in critical thinking skills
· Use multimedia presentation techniques effectively when presenting business plan. 

· Use problem solving skills in your business. 

· Build academic and life–skill proficiencies through state and national standards. 

· Learn more about communication and decision-making skills 

Grading 

I believe that every one of you is capable of receiving an A in my class, even if you’ve never worked on a computer before or you no nothing about starting your own business. I give lots of opportunities to improve sagging grades, including redo and extra credit.

How Will My Grade Be Calculated?

This class is for one semester only. Students’ grades will be based on: 

Percentage of Grade

Criteria



25%



Test/Quiz



30%



Business Plan Development & Presentation



25%



Projects (business cards, advertisement, logos, flyers)



10%



Homework



10%



Daily Reading/Class work/Professional Conduct
I will use the standard final grade breakdown:

· A   90-100% (Exemplary) 

· B    80-89% (Proficient) 

· C   70-79% (Partially Proficient) 

· D   60-69% (Incomplete) 

· F    59% or below (Failing)
How Will Projects Be Graded?

Whenever possible, I will provide rubrics for each project that tell you what I expect for Exemplary, Proficient, Partially Proficient, and Incomplete work. I consider three main things in evaluating student’s work:

· Effort (visible in the work and/or demonstrated in class; spend quality time on your work!) 

· Creativity (how original your work is) 

· Following Directions (did you explore the assignment as given?) 

Often, projects will be broken down into components, each component having its own due date, and no component accepted until the previous components have been turned in. Doing things in the right order means a better result. Also, when I see your work several times during a project, I can give you meaningful feedback that will probably make your work easier. Components turned in late or in the wrong order may receive little to no feedback.

How Will My Behavior in Class Affect My Grade?

Professional Conduct means good behavior and it is worth ten percent of your grade! Each student starts with 50 points per week. I’m assuming everyone is a “good person.” If your behavior in class is a problem, it will reduce your Professional Conduct grade for the week. See the “Behavior” section below.

How Do I Make Up Missing or Incomplete Work?

You are expected to keep up with lessons and projects in class. Keep track of course assignments and due dates. Late or incomplete work can be turned in during the same semester for a reduced score. If the work is late due to an excused absence, you will have one extra school day per day of excused absence to complete it without a reduction in grade. 

If your work is only partly complete by the due date, my advice is to turn in what you have so far. Then complete the remainder of the assignment. Please let me know as soon as you have submitted a late assignment. Otherwise I will not know to look for it.

Redo’s
If you receive a low grade on an assignment, you will have one chance to revise it for an improved grade. This will encourage you to master the subject. Please let me know as soon as you want to resubmit an assignment. Quiz/Test redo’s are only with teacher permission.

Extra Credit

Opportunities for extra credit will be given every-so-often during a semester. Extra credit assignments will be calculated as “lessons” in my grade book. Examples of extra credit opportunities are:

1. Extensively helping other students 

2. Completing additional projects or lessons 

3. Winning a game based on a lesson 

4. Correctly answering additional questions on a quiz 
Open Lab

I am in school usually by 7:00 am and after school most days. Take advantage of this and come during those ties to use the open lab. No excuses I am here for you!
Academic Honesty

Cheating

If you cheat in my class there is an extremely good chance that I will catch you at it. Cheating means that a student is not completing an assignment quiz or project honestly and completely. It is cheating if you do the work for someone else, or if you give your files to him/her in some way after you have completed them. It is also cheating if you simply give someone the answers to a quiz, or if you read the answers off of someone else’s paper. It is not cheating if you help someone, but he/she must do all the actual work themselves. For example, completing tasks with the keyboard or mouse on someone else’s computer is cheating, not helping. Talking that student through it so that he/she does every step him/herself is helping. In other words, hands off!

Because they are usually both involved in the attempt to cheat, typically both the student doing the actual work and the student who did not do the work will be punished for cheating (see below).

Plagiarism

You will be asked to complete a number of short writing assignments in this class. These assignments must be written in your own words.

Plagiarism is a form of cheating in which a student directly copies words or unique ideas from other sources. Here are just a few of the forms that plagiarism takes:

· It is plagiarism to copy an entire encyclopedia entry. 

· It is plagiarism to copy an entire paragraph from a Web site. 

It is plagiarism to steal copy the design that another person has created for the Web or for print. 

· It is plagiarism to copy what another student has written in his/her notebook or essay. 

Plagiarism not only has its consequences at school (see below), but it the “real world” it can get you severe financial or legal penalties.

Lying

Lying is not professional. It damages relationships. I give all my students my trust when the school year begins. If I catch you lying, I will be very disappointed. I will no longer trust you until you earn it back. I may also respond with a consequence.

Consequences

The consequences for cheating, lying or plagiarism will include one or more of the following:

· A zero on that assignment for all parties involved. There will be no opportunity to change this assignment grade at a later time. 

· A call or email home to the students’ guardians. 

· A referral to a counselor or Vice Principal. 

Computer Policy

· Computers in this lab are for work for this class only. 

· Exceptions to this policy may be made only with my permission on that specific day. 

· You may not touch any part of another student’s computer without my permission. 

· Don’t eat or drink over the computer/keyboard, or touch them with messy fingers. 

“Free Time” on the Computer

Students earn free time on the computers by maintaining a good grade and keeping up in class. You will be allowed free time on the computer only if you meet the following criteria:

· You have asked for and received my permission. 

· You have completed that day’s task. 

· You have an A in the class – OR – you have completed all assignments so far in the semester. 

Consequences

If you fail to respect the computer policy, you will lose your access to a computer for that day. This means that if you are found using the computer for anything other than our assignments (and you have not been given “free time” as above), you will be asked to log off for the remainder of the period. 

 

Other Policies and Procedures

Tardies

You are tardy if you are not seated in your assigned seat when the tardy bell rings. I take attendance the moment it rings. I follow the designated tardy policy of the school. Tardies typically result in detention. I will only excuse a tardy if you receive a written pass from another teacher that has the date and time written in ink. I will usually follow up with an email to verify the excuse. Forging a hall pass is lying and will result in appropriate consequences

Seating

I have assigned seating. Please do not move to another seat without my permission, and please do not ask for this permission before or while I take attendance.

Class Dismissal

I dismiss you from class, not the bell. Make sure you have completed the exit ticket for the day and cleaned up your area, logged off your computer, pushed in your chair and returned any supplies to their storage containers before you go.

All Are Welcome

Every student regardless of gender, race, religion, or sexual orientation can expect a safe environment in my classroom. Any prejudicial or derogatory conversations or language will be halted immediately. 

What about My Freedom of Speech? 

You do have the protection of the Constitution regarding free speech in most places in the United States. However, according to law, school is a special place. The Supreme Court has said that speech is not allowed that “materially and substantially” disrupts class. Any inflammatory speech against a group or individual will be considered disruptive to the learning environment.

Personal Electronics

· Cell phones are never allowed in any classroom at Pathways. If you use your phone or I see it inside my classroom, you will risk detention and confiscation of your phone. Remember See It , Hear It , Take It.
· You know what the school policy is as well as the City of Hartford policy, please beware of them and abide by them. 
Music

At times I will play music from my computer which is audible to everyone. I have a variety of music tastes. If you want to hear something specific, you may request it or bring a CD in. Vulgar lyrics will prevent me from playing a CD. Please don’t whine if you don’t like the music I am playing. Someone else probably likes it besides me, and I might end up playing music you like tomorrow. Music will only play when we are doing project based work.
Student Planners

Write all your assignments down in the student planner each day. I recommend you bring your planner every day because it also contains your hall pass and important calendar events.

Hall Passes

You must have your student planner in order to have my permission to leave the classroom during class for the restroom, health office, or other reason. Your planner has your name on it, and you may not borrow another student’s planner. Don’t ask for permission for a hall pass until I have taken attendance and ten minutes of class time has gone by. About four minutes should be sufficient for a restroom trip. If you abuse your restroom privilege, you will lose it for a period of time.

Behavior

What Are My Responsibilities?

Since everyone learns about creating a business here, everyone is considered an entrepreneur. Get used to thinking of yourself that way! My job is to teach you professionalism in addition to entrepreneurial skills. Professionalism means being respectful to yourself and others around you, and behaving in an acceptable, predictable way.

Room Rules

Refer to the Student Handbook in your planner for school-wide rules. We have room rules too:

1. Don’t prevent me from teaching. 

2. Don’t prevent others from learning. 

3. Be safe. 

4. Keep things clean. 

What Do those 4 Rules Really Mean Day-to-Day?

Here are some examples to show you what I mean. These are examples. Use your common sense when interpreting these rules. 

1. Don’t prevent me from teaching. 

a. Don’t speak while I am instructing the class. 
b. Raise your hand if you wish to speak, and wait for me to call on you. 
c. Don’t interrupt when I am giving personal attention to another student. 
2. Don’t prevent others from learning. 
a. Don’t behave in a disruptive or distracting way. 
b. Don’t engage in lengthy off-topic conversations.
c.  Keep the volume of your voice down.

d. No singing, rapping, or other disruptive noises. 
3. Be safe. 
a. Don’t throw, toss, flick, or roll anything across the table, floor, or classroom. 
b. Don’t roll across the classroom in your chair. 
c. Use classroom materials in a safe manner. 
d. Don’t behave in any way that threatens harm to anyone or our equipment. 
4. Keep things clean.
a. Clean up after yourself so your station is ready for the next student.

b. Return classroom materials to the proper storage place.
c. Don’t eat messy things that can leave residue on the computers. 
d. Keep your language clean. 
Consequences

If you have forgotten one of the school or design room rules, I will give you a verbal reminder. Willful, severe or repetitive poor behavior will result in one or more of the following consequences: 

· student conference 

· parent contact 

· seat change 

· reduction of “professional conduct” grade 

· loss of privileges and/or materials 

· extra assignment 

· clean-up duty 

· in-class detention 

· administrative detention 

· office referral 

· class suspension 

Good Behavior

Keeping our classroom welcoming, safe and interesting depends on everyone. Here’s what I offer if you have a great attitude and behavior:

· A fun, exciting classroom where you can learn cool skills. 

· I will praise you for your outstanding professionalism. 

· I will treat you like a responsible adult. 

· 100% of your professional conduct grade. 

· The opportunity to work on real projects for school activities. 
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