

Course Length:
2 semesters

Grade Level:

12

Prerequisite:

Successful completion and sequence of any two of the following:


Computer Applications - Data Management

Computer Applications - Word Processing


Design Technology
Desktop Publishing
Web Page Design

Textbooks:

IHT simulates a business; therefore if an “employee (student)” needs additional training, that “employee” will be directed to published sources for individual training, or trained by the “employer (teacher)” or another skilled “employee”.

Course Description:
The purpose of In-House Training is to simulate a business environment so that students will experience the skills, knowledge, and attitudes that accompany working in a business setting. The vocational coordinator/instructor will serve as the employer and the student/learners will serve as the employees.

In-House Training will be conducted on the school premises, during regular school hours. The class is typically a 2 semester experience. The course does not replace a “course”; therefore, no formal classroom instruction or club meetings will be conducted during the course. If the student/learner needs instruction, the entire class will not be stopped to train. The student/learner will be trained on an individual basis by the employer.

Methods of Teaching:
A minimum of 50 percent of the In-House Training - Technology work experience will be on live, production work (solicited from the community) from business and industry, volunteer agencies, church groups, school/community clubs and organizations, local school board, and/or civic organizations. The goal of the instructor is to secure cooperation from the community and operate utilizing 100 percent live, production work. Students will perform the work in the classroom located on campus. Live, production work should be brought to the school by the client, unless other arrangements are made.

Pre-test & Post-test:
Pre-Test - Successful completion of a job application form




Post Test - None

Grading Method:
Employees will be awarded points (0 - 10) on performing positive workplace skills on a daily basis. Each work order completed will be evaluated as follows:





0 errors


Mail


100%





1 error


Correct and mail
 90%





2 or more errors

Cannot be mailed
 80%





Deadline not met
Unacceptable

  0%
Other:

Clients:
 
Following is a list of the types of organizations that can be canvassed for live, production work. For the maximum benefit, the instructor will strive to include work from a variety of business/organization types.

· School clubs/organizations

· Faculty

· District office

· Board of Education

· Civic organizations

· Churches/church groups

· Volunteer agencies

· Support groups

· Senior citizen organizations

· Non-profit organizations

· Businesses (avoid displacing present workers)

Types of Work:
· Spreadsheet statistics for athletics
· Tax forms (W2, Short Form 1040)
· Mass mailings
· Newsletters
· Inventory
· Mailing lists
· Name tags

· Agendas

· Minutes

· Meeting planning and/or notification for organizations
· Completing forms filed with the KSBE for vocational programs
· Keeping financial records for high school organizations
· Preparing materials for instructors (no tests will be keyed)
· Maintaining filing systems
· Creating and maintaining databases
· Train and/or retrain business personnel on use of computer software
· Athletic programs
· Internet search for information
· Creating and maintaining computer directories
· Business correspondence (letters, memos, reports, tables, envelopes, business cards)
· Receiving and sending correspondence (telephone, e-mail attachments, fax, U.S. Postal Service, ground transportation)
· Posters, signs, greeting cards, announcements
· Counting/handling money
· Design forms
· Data management tasks
· Design web pages
· Slide show presentations
· E-mail communication
· Utilize office machines (copier, postal metering machine, plastic binding machine, laminator, die-cut machine, calculator, adding machine) 
VSO:

The Vocational Student Organization will be Business Professionals of America. Students will be encouraged to be members but membership will not be a requirement.

Instructor Responsibilities:
· Implementing and operating the class; serve as “Employer”

· Direct instruction when needed

· Evaluating workers

· Explanation of state and federal labor regulations

· Student/learner conferences to discuss achievement, discipline, absenteeism, time  

       management

· Parent conferences to discuss student achievement, discipline, absenteeism

· Coordinate student leadership activities

· Attend vocational meetings, conferences, workshops, seminars
· Revise curriculum to meet current industry needs

· Arranging agenda and/or meeting with the advisory committee

· Assisting employers and marketing vocational programs and activities through  

       various contacts

· Identifying prospective students 

· Build positive relations between schools and community
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	COURSE TITLE:  In-House Training

	Hardware Configuration

	Item
	Lab Configuration:

	Operating System
	Windows XP Professional, SP3

	Processor
	Intel Core 2 Duo E4500 2.2 GHz

	Memory
	2 GB

	Hard Drive Size
	80 GB

	CD ROM or DVD
	LG 20X DVD+-RW

	Monitors
	17" 700:1 LCD Flat Panel with Speakers

	Video Ram
	Onboard Graphics, Intel GMA X3100

	Mouse
	Logitech

	Keyboard
	Microsoft Comfort Curve Keyboard 2000 

	Internet Access
	Wireless 1500 kbps

	Network
	Windows 2003

	Reprographics
	Savin 4022sp

	Fax
	(Access to)  Brother IntelliFAX 4100
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	COURSE TITLE:   In-House Training

	Peripheral Devices and Other Technology

	Item
	Comments

	Printer(s)
	HP Color Laserjet 3600
Dell 5100cn

	Scanner
	Epson Scanjet 8250 

	Digital Camera
	Kodak EasyShare DX6340

	Computer Projector
	Epson PowerLite
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	COURSE TITLE: In-House Training

	Software Configuration

	Software Package
	Software Brand Name and Version #

	Operating System
	Microsoft Windows XP Professional, SP3

	Word Processor
	Microsoft Office 2007 - Word

	Graphics
	Adobe PhotoShop CS3

	Telecommunications
	Internet Explorer 7.0

	Desktop Publishing
	Microsoft Office 2007 - Publisher

	Presentations
	Microsoft Office 2007 - PowerPoint

	Spreadsheet
	Microsoft Office 2007 - Excel

	Database
	Microsoft Office 2003 - Access

	Calendaring
	Microsoft Office 2007 - Outlook

	Electronic Mail
	Microsoft Office 2007 - Outlook

	Accounting
	QuickBooks Pro 2005

	Web Page Authoring
	Adobe Dreamweaver CS3
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