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COURSE SYLLABUS

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

	School Name:

	
	Program:
	Accounting & Finance

	KY Tech Course Name:
	Financial Services II
BMO 040

	Teacher:
	


KCTCS


Course Number(s)

KCTCS Course Name(s)


College Credits

BMO 040


Financial Services II/School Bank

3
Prerequisite(s): Completion of Financial Services I with an overall average of A or B.  A student must have completed Accounting I to be elected as a bank officer.
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.  Students will participate in training new student employees and may serve as officers upon the completion of Accounting I.  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 and Misty Elliot.  Financial Literacy for Teens.  USA, 2005.
Objectives

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

Grading
90 – 100
= 
A



(2) Formal Job Evaluations
50%
80 – 89
=
B



Daily Work


25%
70 – 79
=
C



Special Projects

25%*
60 – 69
=
D





59 below
=
F

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
If you are going to be late or absent from school, it is your responsibility to call Mrs. Frazier and leave a voicemail or post a message to NiceNet/Blackboard as soon as possible (preferably the day before you’re going to be absent).  This is important because we must make arrangements to cover your shift.  Failure to do so will result in an automatic written reprimand.  Three written reprimands will result in suspension from 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
Classroom Rules

1. Be respectful to others, equipment, and all furnishings in the room.

2. Be prepared for class by arriving on time and in your station when the bell rings.

3. No eating or drinking in the Bank.

4. Be productive by staying on task and completing your assigned responsibilities.

5. Profanity will not be tolerated.

Computer Lab Rules

1. Never turn a computer off while in operation.  

2. Never insert or remove a disk from the drive while the light is on.

3. Make certain CDs are properly placed in the tray before closing.

4. Never delete anything.  Your instructor will clean the hard drives

5. Never write on mouse pads.

6. Never remove the mouse ball.

7. Keep the keyboard and mouse cords straight and the area clean.

8. Never change screen savers, desktops, and network settings.

9. Never save junk on the computer hard drive.  If necessary, save it to a floppy disk.

10. Never bring a disk from home or another room without first having it checked for viruses.

11. When using a computer, after selecting an item or clicking on a selection, wait for the computer to perform this operation before clicking again.

12. Internet will be accessed at the request of the teacher. No games, music, movies, or inappropriate websites. 

13. If equipment is not functioning at your station, raise your hand for assistance.

Rewards

We will have an employee of the month program where students will be rewarded for their efforts in being a responsible employee.  All employees of the bank will vote for one individual that has achieved in any area such as leadership, job performance, team work, attendance, etc.  We will elect the employee of the month during our scheduled board meetings.

Consequences

Failure to follow classroom policy and procedures, the following consequences will be enforced:

1st offense:  Verbal Warning

2nd offense: Written Reprimand

3rd offense:  Student/Parent Conference

4th offense:  Detention

5th offense: Office Referral/Dismissal from the Bank
Bank Lab Procedures
1.  Employees should never leave their work station without approval from a supervisor and someone to cover their work station.

2.  Students who are tardy will be reported to me by your supervisor.  It is the supervisor’s responsibility to make sure all employees are at their work station when the bell rings.  If you’re tardy and did not make it to homeroom, you must go to the attendance office and sign in for the day.   The first tardy will be recorded and you will receive a warning.  Two additional unexcused tardies within the nine week period will result in an automatic detention.

3.  It is your responsibility to make-up any missed assignments.  All assignments will be posted to NiceNet and/or Blackboard.    You will have several class periods to complete an assignment.  If a student is absent, I will give you one additional day to complete the assignment.  If a student needs assistance with the assignment, please make arrangements with the instructor.  
4.  A student who is caught cheating on an assignment will receive an automatic zero and a parent will be contacted.

5.  Graded work will be placed in the “out” basket on the table, sent via email or posted to blackboard/NiceNet.

6.   Before turning in assignments, make sure your paper has your name, class, assignment, and date at the top right corner.  I cannot record grades for papers that do not have names on them.

7.   All students must be respectful while the instructor is teaching.    This means that you should be in your seat and listening to the lesson.  If you have questions, please raise your hand.

8.  Progress reports will be given to you every two weeks.  It is your responsibility to file the report in your notebook.

9.  Work areas must be clean and materials must be returned to their proper place before leaving the classroom and/or Bank.

10. If you are going to be late or absent from school, it is your responsibility to call Mrs.    Frazier and leave a voicemail or post a message to NiceNet/Blackboard as soon as possible (preferably the day before you’re going to be absent).  This is important because we must make arrangements to cover your shift.  Failure to do so will result in an automatic written reprimand.  Three written reprimands will result in suspension from the class.

11.  On special occasions announced throughout the semester, you must follow dress code guidelines (field trips, guest speakers, grand opening, photo sessions, etc.)

Classroom Safety

Fire Drills- This class will exit left and then out the double doors on the right in front of the “Bank of the Tribe” when leaving the classroom.  One continuous ring will sound for the alarm.

Tornado Drills- Students will move to the hallway outside the classroom to drop and cover.  Two Buzzes will sound for the alarm.

Earthquake Drills-  Stay in the room and find shelter under tables, desks, and other furniture.  We may crouch in the corner of the room or stand in the doorway.  We must stay away from electrical outlets, wires, water pipes, gas lines, windows, etc.  Two intermittent buzzes will sound for the alarm.
Course Outline
Unit 1
Employability Skills

Unit 2
Operating a Financial Center

Unit 3
Marketing Your Financial Service Center

Unit 4
Management & Training

Unit 5
Financial Calculations & Concepts

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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