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COURSE SYLLABUS

	School Year:
	2007-2008
	H.S. Credits:
	1

	School Name:

	
	Program:
	Office Technology

	KY Tech Course Name:
	Leadership Dynamics
	Teacher:
	


KCTCS


Course Number(s)

KCTCS Course Name(s)


College Credits

BA 260 


Leadership Dynamics



1.5
WPP 200


Workplace Principles



1.5

Prerequisite(s):  Must apply for this course and have teacher recommendations
Course Description

For students approaching the major career transition from school to work either as a graduating student or as a cooperative education student. This course defines and develops concepts of positive work habits, effective human relations skills, leadership skills, positive personality traits, professional image, and proper telephone techniques. Uses industry standard software to create business presentations, business graphics, and slides. It applies editing, formatting, page layout and design, and paste-up techniques for clarity and impact. Oral presentations will be given with the use of multimedia equipment
Materials Used
Personal Computer Station, Folder/Diskette (provided)
Objectives

See Task List at http://www.kytechcurriculum.org/functions.asp
Grading
90 – 100
= 
A



Weekly Participation Grade = 25%
80 – 89
=
B



Committee Work = 25%
70 – 79
=
C



Readings = 25%
60 – 69
=
D



Attendance = 5%
59 below
=
F



Nicenet Communications 20%
*Courses with grades of less than a “C” will not count toward a certificate or be eligible for dual credit.

Procedures for Makeup Work/Tests

In the event you must miss a class, you will have three class periods to make up the work.  It is your responsibility to meet with the instructor to obtain and schedule make-up work!  

Attendance Policy/Withdrawal Policy
Because of the hands-on nature of this course, attendance is imperative.  In the event you must miss a class, you will have three class periods to make up the work.  It is your responsibility to meet with the instructor to obtain and schedule make-up work!  

Supplies
Good Attitude 

Class expectations/Rules
1. Try to do all assignments; you will receive at least partial credit.

2. Do not interrupt the teacher or another student during discussions. This includes talking.

3. Everyone (students, teacher and guests) will be given the same amount of respect in this classroom. Profanity and name-calling will not be tolerated.

4. Be on Time. 

5. Be Prepared.

6. Pay attention when there is instruction and student interaction happening.

7. Be Honest!

8. Classroom breaks are part of the daily routine which is earned; if abused the breaks will be denied.

Course Outline
Due to the nature of this course, we will be following the program of work as closely as possible with the activities of the classroom.  In addition, students will be reading various leadership development books.

Accommodations for Individuals with Disabilities and Equal Employment Opportunities (EEO)

The Education Cabinet, the Department for Workforce Investment and the Office of Career and Technical Education does not discriminate on the basis of race, color, national origin, sex, religion, age, or disability in educational services and/or employment.  The Education Cabinet provides, upon request, reasonable accommodations including auxiliary aids and services necessary to afford an individual with a disability an equal opportunity to participate in all services, programs and activities.  To request materials in an alternative format, contact the Civil Rights Compliance Coordinator in OCTE or Norb Ryan at NorbJ.Ryan@ky.gov.  Persons with hearing-and speech- impairments can contact the agency by sing the Kentucky Relay Service, a toll-free telecommunication device for the deaf (TDD).  For voice to TDD, call 1-800—648-6057.  For TDD to voice, call 1-800-648-6056.

The Office of Career and Technical Education does not discriminate on the basis of race, color, national origin, sex, disability, age, marital status, or religion in admission to education programs, activities, and employment practices in accordance with Title VI of the Civil Rights Act of 1964, Title VII of the Civil Rights Act of 1964, Title IX of the Educational Amendments of 1972, Section 504 of the Rehabilitation Act of 1973 (revised 1992), and the Americans with Disabilities Act of 1990 and shall provide, upon request by a qualified disabled individual, reasonable accommodations including auxiliary aids and services necessary to afford individuals with a disability an equal opportunity to participate.

For more information, contact Mr. William Denton, Office of Career and Technical Education, 20th Floor CPT, Frankfort, Kentucky 40601, (502) 564-4286.  Mr. Denton can also be reached through his e-mail address:  WilliamJ.Denton@ky.gov.
______________________________ ___________  ___________________________________ _____

Student Signature  


 Date

  Parent/Guardian Signature


Date
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