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Virtual Enterprise/CTP – Syllabus

Welcome to Virtual Enterprise, (Small Business and Entrepreneurship CTP Course) where students will participate in the International Virtual Enterprise Program.  This is an exciting and fun class not only to take, but to teach.  The opportunities are limitless – the students drive this class and are only limited by their own energy, imagination, and creativeness.  This class requires students to be independent thinkers and team players.  They may have the opportunity to travel to trade fairs and compete with other VE schools.  This class is fast paced and requires workplace professional behavior.  Any travel, or outside classroom activity is based on classroom participation, minimum GPA 2.75 and no behavior or disciplinary actions.  In this document you will find the information you need to learn about the course offerings, expectations, and communication information.

Course Materials/Curriculum: Web-enhanced course using www.virtualenterprise.org and teacher web site, world-wide-web, business based projects, personal finance online banking, trade fairs, presentations, competitions.  

Course Description/Student Outcomes: 

Virtual Enterprise is a year long course where students operate a simulated business that is set up and run by students to prepare them for working in a real business environment. With the guidance of a teacher (“consultant”) and real-world business partners, the students determine the nature of their business, its products and/or services, its management and structure, and engage in the daily operations of running a business. Emphasis is placed on using current business software, communications, and the Internet for business transactions. Students with teacher/coordinator set up a “virtual” firm, often with the help of outside business partners.  Students/employees create product or service concepts and develop a business plan, which they must present to a panel of business representatives and education administrators to receive virtual funding.  Students establish departments with appropriate personnel and manage the day- to- day business throughout the fiscal/academic year.  This 20-unit course allows students to learn about opportunities and limitations related to starting a business; legal forms of business ownership; assistance available for starting a business; how to plan a market survey and strategy; prepare a financial plan, obtain financing, and choose a business location.  Design facilities and establish procedures for shipping/receiving, customer service, loss prevention, risk management and personnel management. Students enrolled in this course will “LEARN BY DOING.  

Course Projects: This class is project based, below is a sample of the kind of department/company/team and individual projects we will work on this year.  

	Applications
	Budgets
	Interviews
	Product Research

	Brochures
	Career Portfolio
	Newsletters
	Resumes

	Business Cards
	Department Tasks
	Paying Bills
	Self-Reflection

	Business Letters
	Evaluations- Self/Peer
	Personal Finance
	Web Design

	Business Plan
	Entrepreneurism
	Presentations
	Virtual Job Shadow


Zero Tolerance: Zero tolerance for any and all harassment, any misuse of equipment or school/personal property.  All civil and criminal laws will be followed including all copyright/and use laws.  All students must have a signed AEIU form on file, must understand and obey the classroom rules.

Teacher Responsibilities: It is the responsibility of the teacher to:

· Support the vision and mission of Sacramento Charter High School;

· Protect each student’s right to learn in a positive academic environment in which respect is shown to all members of the classroom and community;

· Communicate with parents regarding student academic progress and behavior in class;

· Maintain school policies and follow school rules as stated in the student handbook.
Evaluation: Students will work at their own pace completing assignments given in class.  Student performance will be continually monitored through extensive classroom observation, meeting company and virtual enterprise deadlines, and creating, maintaining, and updating a personal portfolio. Students will be evaluated by peers in evaluations, self evaluations and student portfolios.  The portfolio contents will be graded throughout the school year and is a culminating project for this course.  Letter grades will be based on the following percentages:  100-94% = A, 93-90%=A-, 89-87%=B+, 86-84%=B, 83-80%=B-, 79-77% =C+, 76-70%=C, 69-0%=NCR (No Credit).  All work is due on time.  No late assignments accepted.  
Attendance and Participation: Daily attendance is critical.  Attendance is addressed in the student handbook.  Additionally students will address this issue in the policy and procedure manual they write for their business.   Best business practices will be used to guide this policy.  As the Virtual Enterprise class 

operates as a business, students are to notify the human resource department of any absence from class.  Preferred method for making contact: use gmail to send an email to the human resource representative and your supervisor.  An alternative option is to leave a voicemail message at the company line (916-649-7764) or to the consultant cell number (916-275-9591) of the absence from class.  95% attendance is the goal for all students; students whose attendance falls below 95% will receive disciplinary action through the virtual company’s Human Resource department.  A consequence of the disciplinary action may be a loss of pay and/or grade.  NOTE – Students will not pass this course if excessive absences occur. (Refer to page “11” of the student handbook.)
Make Up Work and Assessments: If a student has been absent from class, it is her/his responsibility to speak with their supervisor, human resource staff developer or the business consultant to find out what he/she missed. For each day that a student is absent, the student will have the same amount of days to make up the work. A student that has an excused absence on the day work is collected is expected to turn in his/her binder/work on the day that he/she returns.  A student who knows in advance that they will miss an assignment deadline due to sports participation, a scheduled medical/dental appointment or for any other personal reason will turn in their assignment prior to the scheduled absence, or make arrangements in advance with the instructor.  
Extra Assistance: Assistance is available by appointment.  Please do not hesitate to seek assistance when needed.

Student Expectations: Each student is expected to:

· Demonstrate behavior that is responsible and respectful of others and their right to learn; no foul or inappropriate language.
· Demonstrate the proper care and use of the equipment;

· Demonstrate a critical attitude toward production work and pride in completion of assignments each day.

· Abide by the Terms and Conditions in the Application for Educational Internet Use.

· Complete all Virtual Enterprise Paperwork as required by organization and CTP.

Virtual Enterprise students will wear their company name badge at all times during working hours. 

Class Environment

Supplies you will need:

· Planner: School Handbook/Planner will be required to be used to keep track of tasks and appointments.  

· Each student will apply for a position in the company and will create a resume, cover letter, and complete a job application.  Each employee will be interviewed for a position within the company.
· Binder/Portfolio: 3 Ring Binder  (1-11/2inch) Portfolio is due on Monday, April 30, 2012
· 1 Package of dividers with tabs (at least 5 dividers) 

· Sheet Protectors (2-3 Dozen/optional-resume, letters of recommendation, work product)

· Writing Instrument: 2 Blue or black pens, or one of each.
· Company Uniform: TBD

· Field Trips: Is a part of this class.  Students will be given the opportunity based on eligibility to travel and compete in business trade fairs as well as intern and shadow in the local businesses.  There are state, national and global competitions. 

· Fundraisers: this class will be going on field trips that cost money.  Fundraisers will be discussed and planned throughout the year to offset the costs.  
Parent/Teacher contact: Feel free to ask about your students’ progress.   My email address is listed below.  You are encouraged to come to class and observe at any time.  If you have a business background and would be interested in mentoring the class please contact me.

Thank You

Barbara Favila 

Business Teacher

Email: bfavila@sachigh.org or bfavilashs@gmail.com Please use this as the primary mode of communication with me.
(916) 275-9591 (Cell Telephone with voicemail)
www.bfavilasbiz.com (Teacher Web site)
Additional Attachments:
· Student Responsibility 
· Required Course Materials 
· California Network of Virtual Enterprises (State form) Email code of conduct  (student and parent must sign and return)

· General VE Student Behavior Code of Conduct

Course Objectives: Virtual Enterprise students will demonstrate upon the completion of the program the following skills:

1. Communication: Understand principles of effective communication.  They will communicate both orally and in writing.  They will listen and follow instructions, requesting clarification or additional information as needed.

2. Employment Literacy: Understand business-related career paths and develop strategies for obtaining employment within their chosen fields.  They will assume responsibility for professional growth.  They will understand and promote the role of their field within a productive society, including the purposes of professional organizations.

3. Interpersonal: Understand key concepts in group dynamics, conflict resolution, and negotiation.  They will work cooperatively, share responsibilities, accept supervision, and assume leadership roles.  They will demonstrate cooperative working relationships across gender and cultural groups.

4. Personal: Understand how personal skill development affects their employability.  They will exhibit positive attitudes, self-confidence, integrity, perseverance, self-discipline, personal hygiene, and ethical conduct.  They will manage time and balance priorities as well as demonstrate a capacity for lifelong learning.
5. Thinking and Problem Solving: Exhibit critical and creative thinking skills, logical reasoning, and problem solving.  They will apply numerical estimation, measurements, and calculation as appropriate.  They will recognize problem situations; identify, locate and organize needed information or data; and propose, evaluate, and select from alternative solutions.
6. Business Communications: Understand communications as applied to personal and professional situations.  They will demonstrate competency by selecting and using appropriate forms of communications in a variety of situations.

7. Business Environment: Understand the development and structure of business environments.  They will demonstrate competency by identifying the dynamic components of business structure and its relationship to the global business environment.

8. Career Preparation, Job Acquisition and Retention: Understand the career preparation and job acquisition skills required for employment, professional growth, and employment transitions in the field of business occupations.  They will demonstrate competency by researching career options, applying job acquisition skills, preparing job search documentation, and modeling appropriate workplace demeanor.

9. Economics and Financial Concepts: Understand the impact of global and domestic businesses, financial concepts, and integrated business models.  They will demonstrate competency by using appropriate technology and other resources to solve business problems.

10. Employability: Understand the essential functions to a productive workforce in a culturally diverse global environment.  They will demonstrate competency by identifying the skills which positively affect productivity.
11. Information Technologies: Understand technology used in business.  They will demonstrate competency by utilizing technology to access, manipulate, and produce information.

12. Leadership Development: Understand the personal qualities that are the basis for developing leadership skills.  They demonstrate competency by identifying and using leadership skills in a variety of individual and group work situations.
STUDENT RESPONSIBILITY – CODE OF CONDUCT
READ

INDIVIDUALLY, A STUDENT WILL:

1. Help create and maintain a positive classroom environment.  Ensure that nothing he/she does disrupts the teaching process or student learning.

2. Be respectful of others.  It is not acceptable to tease, harass, or make anyone in this classroom feel uncomfortable or use any language that is offensive.  Harassment of any kind is not tolerated and against the law in school and the work place.  

3. Challenge them and engage others to think outside the box.
4. Ask questions if something is unclear, and hold me the teacher/consultant accountable to make sure you understand the subject presented.

5. Make this class their own, take responsibility for their actions and their learning experience.  Take responsibility for making this class an enjoyable experience for them.

6. Show skill level on assessments, quizzes and tests ETHICALLY.  Cheating, dishonesty and fraudulent behavior are not acceptable.
7. Water in a container with a closed lid is okay – encouraged in class- ACTUALLY is expected, most students/people do not drink enough water! – No food in class.

8. Using computers and technology is a privilege and must follow all school/state/federal laws.  Understand that any unlawful use of computers or technology will result in prosecution to the fullest extent of the law.  Zero tolerance policy for pornography, copy right infringement, file and program tampering or unlawful use.

9. Use of cell phones and IPods/MP3s will be according to school policy and Ed Code.  Cell phones and other electronic devices must be off and stored during the school day from 8 am – 4 pm.

10. Being organized and professional.  It is required that each student/person represent themselves, this class, our school and community in a professional and organized manner at all times.
REQUIRED COURSE MATERIALS

READ

In order to successfully complete this course, all students will need the following items and materials no later than the end of FIRST week of school- except clothing- that will be required by interview date the 4th week:
· Student Handbook/Planner

· 2 Blue or black pens, or one of each.

· 3 Ring Binder  (1-11/2inch) Portfolio is due on Monday, April 30, 2012

· 1 Package of dividers with tabs (at least 5 dividers) 

· Sheet Protectors (2-3 Dozen/optional-resume, letters of recommendation, work product)

· In addition, in order to effectively participate in enrichment activities, such as interviewing, student training workshops, trade fairs, and business tours, students must also have professional/business casual attire.  Students will need these following basic wardrobe items no later than by the 4th week of school.  They may be borrowed, purchased etc…., there are many sources.

The following information is taken directly from the student handbook and can be found on pages 17 & 18.

For men:

· Solid color dress slacks or khakis may be worn and fit appropriately; not too tight or too loose fitting.  Slacks must be free of rivets or outside “patch/cargo style” pockets.
· Dress shirts and sweaters must be white, purple, black, or gray in color.  Shirts must be ironed and tucked in.  Tops may not display a graphic or logo of any kind.

· Ties should be conservative, without inappropriate writing or pictures.

· Dress shoes must be conservative and hold a shine.  No sandals, flip flops, slippers, open-backed shoes, military-style boots, tennis shoes, or shoes with cleats are permitted.  No open-toe shoes may be worn.

· Standard dress socks must be worn with the shoes.

· Hairstyles must be appropriate for a professional setting.

· Optional

· Blazer or sports jacket

For women:

· Solid color dress slacks or khakis may be worn, but must fit appropriately; not too tight or too loose fitting.  Slacks must be free of rivets or outside “patch/cargo style” pockets.  Women may wear solid color professional knee length skirts; likewise skirts should fit appropriately.

· Blouses must be solid white, purple, black or silver.  Tops must be loose fitting, ironed, modest, and appropriate for a professional setting.  Tops may not be sheer or show bare midriffs.  Tops may not display a graphic or logo of any kind.

· Dress shoes must be conservative and hold a shine with no more than a 2’ heel or “dress flats”, applicable for a professional setting.  No sandals, flip flops, slippers, open-toe or open-backed shoes, military-style boots, tennis shoes, or shoes with cleats are permitted.

· Neutral hosiery

· Optional

· Blazer, vest  or jacket

· Makeup, jewelry, and accessories are to be in good taste.

· Hairstyles must be appropriate for a professional setting.

MUST BE SIGNED AND RETURNED PRIOR TO USING COMPUTERS AND INTERVIEWING FOR A POSITION.

Keep the syllabus and attachments for reference or student may place these documents in the personnel files maintained in the classroom for later inclusion in the portfolio.  Please detach and return this page to instructor. 

I have read the 2011-2012 class syllabus and I agree to the classroom environment, student responsibility, and Code of Conduct for the class.  I have read, understand, and will come prepared with the required materials and wardrobe items.

If there is a problem with acquiring materials please email me immediately.  I am looking forward to a GREAT year…  Barbara Favila – bfavila@sachigh.org

Parent/Guardian and Student Signatures

Student Name (please print)





Date

_____________________________________________

_______________

Student Signature                                                                              
Date

X____________________________________________

_______________

Parent/Guardian Name (please print)




Date

______________________________________________

_______________


 

Signature of Parent/Guardian: 




Date

X_____________________________________________

_______________ 

Home Telephone # _________________________ (1st Contact) ___________________ 


Work Telephone # ____________________   Cell Phone # ______________________

Home Telephone # _________________________ (2nd Contact) ___________________

Work Telephone # ____________________   Cell Phone # ________________________
Email address ____________________________________________________________                                                           

Please let me know here at what number and what time is the best to get in contact with you:

______________________________________________________________________________

