
 
 Business Education  Course Syllabus 

 

 

Business Tech 7 

 

Instructor: Mrs. Kendra Razink Room: 109 

Phone: 320-843-2170 Prep Hour: 3rd 

 
 
SOFTWARE: Word 2010, Publisher 2010, Micro Pace Pro, Skill Building Pro, Google Docs, email 
 
REQUIRED MATERIAL:  pencil or pen, folders will be provided 
 
DESCRIPTION: 
We will continue to work on our keyboarding skills by practicing proper technique and proper finger placement 
on the keyboard. We will take weekly timed writings where we will focus on our speed and accuracy. We will 
do some assignments and projects with the Word and Publisher programs and we will also cover the important 
topic of online safety and netiquette. Your ability to read and follow directions is very important in this class. 
 
EVALUATION: 
You will be graded on your assignments, projects, timed writings and tests during the semester. Your work 
habits, attitude, and ability to turn in assignments on time will also be graded. Attendance is important for the 
class. 
The grading scale is as follows: 
  

A A- B+ B B- C+ C C- D+ D D- F 

96 90 87 83 80 77 73 70 67 63 60 0 
 
EXPECTATIONS: 

 Obey all BHS rules 

 Follow directions the first  time they are given 

 Respect the people, equipment, and furnishings in the classroom ( this means--leave other people and 
their property alone, put everything back where it belongs, and only one person talking at a time--
especially if it is your teacher) 

 Absolutely no gum, candy, food or drink in the computer lab 

 Absolutely no playing games on the computers 

 Absolutely no Internet use or checking e-mail unless given permission and part of an 
assignment 

 
CHEATING: 
 Absolutely no cheating will be tolerated.  There is no credit given for cheating or for those who have a  
part in the cheating. 
 
CLASSROOM PROCEDURES: 

 Procedure for beginning of the period:  Be seated in your assigned seat, at your assigned computer or 
desk, with all materials needed for class.  If you forget material for class, go and get it and if you are 
late, you will be counted tardy. 

 Procedure for Dismissal at end of the period:  You must properly close all computer applications that 
you have been using, throw away any and all trash that you have generated, put your books and 
folders away, and remain at your assigned seat until the bell rings. 

 


