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COURSE SYLLABUS

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

	School Name:

	
	Program:
	Office Technology

	KY Tech Course Name:
	Financial Services I 
BMO 020


	Teacher:
	


KCTCS


Course Number(s)

KCTCS Course Name(s)


College Credits

None
Prerequisite(s): None 
Course Description

This course will provide students with a working knowledge of banking operations.  It will teach students to be self-starters, function as team members, encourage a good work ethic, and improve customer service skills.  Students will be responsible for blackboard discussions, a group presentation, and other classroom work to enhance their knowledge of the banking industry.  Each student will have a specific bank position and will be cross-trained during the course for other positions.  Leadership development will be provided through Future Business Leaders of America (FBLA).
Materials Used
· NiceNet or Blackboard Communications, Microsoft Office 2003
· Banking and Financial Systems.  Thomson South-Western Publishing Company, 2003.
· Foster, Chad.  Teenagers Preparing for the Real World.  USA, 1999. 
Objectives

See Task List at http://www.kytechcurriculum.org/functions.asp.

Grading
Grading Scale:

90 – 100
= 
A





80 – 89
=
B




70 – 79
=
C





60 – 69
=
D





59 below
=
F
Grading Criteria:
· (2) Formal Job Evaluations
50%

· Daily Work


25%

· Special Projects


25%*
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

It is your responsibility as a student to make up missed assignment(s).  You have three class periods to complete the assignment and turn in for a grade.  Failure to do so will result in a zero for the assignment(s).  If a student has an unexcused absence, a grade will not be recorded for the make-up work.   However, the student is still responsible for completion of the make-up work to achieve a complete understanding of the content covered in the course.  If necessary, students must arrange a time with the instructor to make-up missed assignments.
Attendance Policy/Withdrawal Policy
All excused absences will require that work be made up to receive credit. Students who have unexcused absences will receive 0’s for missed work, as per high school policy. Students withdrawing from enrollment are responsible for returning all books and materials in proper condition. Students must be enrolled on closing day to receive academic credit in the class.

Supplies
Students are required to open a savings account with a minimum of $5.00.  Students are encouraged to continuously invest in their savings account in an effort to support the school bank.
Class expectations/Rules
•
identify basic accounting terminology, concepts, and ethics.

•
analyze business transactions and financials statements.

•
demonstrate the ability to post to journals and prepare worksheets and financial statements, and prepare adjusting and closing entries.

•
identify banking procedures and apply correct accounting methods for all financials records.

•
compare various careers in banking.

•
demonstrate employability and social skills relative to the career cluster.

•
develop good work habits and a work ethic that impacts success at school and in the workplace.

•
have opportunities to participate in FBLA activities.

•
apply communication skills within the technical content.
Course Outline
Unit 1
Career Planning

Unit 2
Introduction to Banking

Unit 3
Organizing a School Financial Center

Unit 4
Marketing Your Financial Service Center

Unit 5
Employability Skills

Unit 6 Customer/Employees Relations

Unit 7 Introduction to Financial Activities

Unit 8 Credit

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.
______________________________ ___________  ___________________________________ _____
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