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1. COURSE DESCRIPTION   (Include a brief explanation of the course; mention any prerequisites, including standardized test scores; and indicate whether the course satisfies a specific graduation requirement.  Approximate length: two or three sentences.)
Virtual Business is a two-hour simulated business that is set up and run by students to prepare them for working in a real business environment.  The students determine the nature of their business, its products and services, its management and structure, and learn the daily operations of a business under the guidance of a consultant with the support of a real business partner.  Emphasis will be placed in using current business software packages and Internet for business transactions.  A focus will be on general office operations, keyboarding, accounting, word processing, computer operations, and employability skills.

This one-year course satisfies the State of California economics requirement for graduation.  Students will receive an overview of micro and macro economics.  They will study supply and demand, the Federal Reserve System, business organizations and market structure, labor and government including taxation by state and federal governments, the stock market and international transactions.

Satisfactory completion of this course will grant five units of the graduation requirement for college-prep economics.  Students must complete two semesters of Virtual Business in order to receive economics credit.

2.
INSTRUCTIONAL MATERIALS (List the basic text - include title, author, and copyright - and other essential supplementary materials or instructional resources/materials used in the course.)
Software

Microsoft 2000 Professional, Quickbooks Accounting, Microsoft Outlook, Internet explorer, Front Page and Microsoft Publisher.
Resource Materials

Economics:  The Science of Cost, Benefit, and Choice, Wilson & Clark, 1993

Applied Economics:  An Applied Economics Program of Junior Achievement, developed under the direction of Peter J. Harpe, Vice President, Applied Economics-Junior Achievement Inc., 1994.
Learning Microsoft Office 97, Blanc & Vento, DDC Publishing Company, 1997.
Glencoe Accounting, Guerrieri et. al., Glencoe Division of Macmillan/McGraw Hill School Publishing Company, 1995.
Introduction of Business, Our Business and Economic World, Brown and Clow, Glencoe Division of Macmillan/McGraw Hill School Publishing Company, 1997.

High School Financial Planning Program, National Endowment for Financial Education, 1997.

Olympic Cyclery, a simulation, Southwest Publishing

Corporate View, south-Western, 1999

2. COURSE OUTLINE (List the major content areas of the course and divide them according to the semester in which they fall.  Designate the approximate amount of time given to each of the content areas.  Suggested length: one page.)


Introduction to fundamental economic concepts:



10 Hours 

Economic choices, the nature of the subject area.  The challenge of scarcity, the need for trade-offs, opportunity costs.  Economic goals, efficiency, price stability, full employment, growth and socio-economic goals. 
Economic systems:







10 Hours
What constitutes an economic system, different types of economic systems (market, command, traditional).  How economic systems resolve the basic economic questions.

Free Enterprise System:






10 Hours
Basic laws of supply and demand, forces which interact to establish prices.

Organizing a Business:






50 Hours
Basic forms of business organizations.  Process of starting a business (risk taking, corporate organization, sources of funds for business firms, financial structure of a business).

Defining Departments 


Interviewing for Jobs 

Writing Job Descriptions 


Writing a Business Plan

Using the Internet for business activities 


Income and Consumption:






10 Hours
The role of the consumer in the economy, personal finance (maintaining a budget, bank accounts, consumer credit, stock market, and maintaining investments).  
Money and Financial Institutions:





10 Hours
Bank services, mediums of exchange, role of the Federal Reserve System, money supply, inflation, and international exchange rates.  Starting and maintaining a branch bank. 
Saving and Investing:






10 Hours

An overview of how saving and investing helps the individual.  Various savings and investing plans which are open to small and medium investors.
Market Structure:







10 Hours
Competition markets and monopolistic markets.  Government regulation of business so as to preserve competition and protect consumers.
The role of the labor force in the American economy:


10 Hours
Unions, trends regarding unions, wages, collective bargaining, and labor laws.

International Trade:







10 Hours

The benefits of foreign trade.  How foreign trade works.  What causes the value of the dollar to go up and down internationally.  Participating effectively as a consumer and businessperson in the global economy.

Working with spreadsheets:





10 Hours
Creating worksheets, writing formulas, reports, learning worksheet enhancements.

Working with word processing and desktop publishing documents:
20 Hours
Letters, table graphics, catalog memorandums, business forms, and templates.

Working with the Internet:






40 Hours

Using search engines, e-mail, creating web pages, and business transactions.

Working with presentations:





20 Hours
Creating slide shows and presentations, using text, graphics, charts, animation, digital 

photo imaging, audio, and scanning.

Working with Databases:






10 Hours
Designing, editing, maintaining, and producing reports.

Working with a personal information manager:



10 Hours
Calendar, e-mail, journal, contacts, notes, and tasks.

Business Etiquette:







10 Hours
Professional ethics, international etiquette standards, phone etiquette, teamwork, and appropriate dress in the workplace. 
Establishing accounting department procedures:



20 Hours

Payroll, accounts receivable/payable, financial statements, operating costs, start-up costs, and budgets.

Establishing human resources department responsibilities:

20 Hours

Organizational chart, assessment of personnel, employee manual, and employee relations.

Establishing marketing department responsibilities:


20 Hours

Advertising, market research, logos, promotional designs, and preparation of a catalog.

Establishing administration department responsibilities:

20 Hours
Company directory, purchasing budget for departments, workflow, business plan, office layout, correspondence, and creating a web site.

Establishing sales/purchases department responsibilities:

20 Hours

International trade research, consumer needs, competition, procedure for acquiring clients, and determining prices.

Total hours = 360 (100 hours for economics and 260 hours for business credit).

COURSE OBJECTIVE (The objectives are to include the specific, major skills or understanding which students will be able to demonstrate or acquire following instruction in the course.  A minimum of eight to twelve objective is to be clearly linked to the board adopted standards for the course of subject area; indicate the link by placing the number of the appropriate standard(s) after each objective.  Minimum length: on page.)

The Kern High School District Regional Occupational Center clearly links the Expected Student Learning Results (ESLRS) to the objectives of this course.
The student will:

1. Demonstrate knowledge of the basic concepts used by economics, particularly scarcity, allocation of resources, economic decisions, economic goods, trade-offs, efficiency, price stability, goals of all economic systems.  (E 3.1, 3.3, 3.6) (E-1,3,5)
2. Demonstrate an understanding of the basic differences between the different types of economic systems that exist in the world today.  Students will demonstrate an understanding of the concept of a mixed economic system.  (E 1.2, 3.4, 6.2)  (E-1,2,3,4,5)

3. Demonstrate knowledge of how market system pricing operates.  They should be able to demonstrate how the lows of supply and demand interact to produce prices which Aclear the market.@  They will demonstrate this knowledge through explanatory statements and construction of and reading of graphs and schedules.  (E 3.3, 7.1, 10.1, 11.1)  (E-1,3,4,5)
4. Demonstrate an understanding of how consumers make decisions and what factors in the economic system affect the making of those decisions.  (E 8.1, 10.1, 10.2, 10.3, 11.1, 11.2)  (E-1,2,3)

5. Demonstrate an understanding of credit and its use in the American economic system and how credit plays a role in the lives of most Americans.   (E 6.1, 6.3, 7.1)  (E-1,2,3,4,5)

6. Demonstrate and gain skills necessary to calculate the cost of credit on typical credit agreements.  (E 10.1, 10.3, 11.1)  (E-3,5)

7. Demonstrate knowledge of the basic information for obtaining basic necessities - housing, food, transportation, clothing, and how they will be able to analyze the costs of such basic economic factors in order to make intelligent decisions for themselves.  (E 3.3, 10.1, 11.1, 11.2)  (E-1,3)

8. Demonstrate an understanding of how businesses are organized and how they function in a market economy.  Students will demonstrate an understanding of the role of profit incentive in business growth and its importance in preserving the benefits of competition. (E 1.4, 2.1, 2.2, 3.7, 5.2, 7.1, 8.1, 10.4)  (E-1,3,4,5)  

9. Demonstrate an understanding of how the banking system works in the American economic system and the role of the Federal Reserve System in stabilizing the value of the dollar within the nation=s economy.  (E 3.7, 6.1, 7.1)  (E-1,3,5)

10. Demonstrate an understanding of how and why government regulates business. (E 1.3, 2.2, 3.3, 3.7)  (E-3,5)

11. Demonstrate knowledge of the role of labor unions in the economic system.  (E 6.1, 6.3, 7.1)  (E-3,5)

12. Demonstrate and use technology to produce projects.  (B 1, 3, 4, 6, 7, 12)  (E-1,3,4,5)

13. Demonstrate and develop an awareness of their own career interests.  (B 8, 9, 10)  (E-1,3,5)

14. Demonstrate and develop employability skills through interviewing, resume building, oral presentations, and teamwork.  (B 1, 3, 5 ,8, 10, 12)  (E-1,2,3,4,5)

15. Demonstrate and produce a professional portfolio and/or a AWebfolio@ as a useful product for obtaining employment.  (B 1.3, 5, 8, 10, 12)  (E-2,3,4,5)

16. Demonstrate critical thinking, organizational, and decision-making skills by developing project proposals, time lines, and final products.  (B 1, 3, 4, 12)  (E-1,2,3,4,5)

17. Demonstrate proficiency by using desktop publishing software to create a newsletter and a brochure using imported text and graphics with appropriate page layout and design.  (B 1, 3, 4, 6,12)  (E-3,4,5)

18. Demonstrate proficiency by creating a Web site using different applications and appropriate design features.  (B 1, 3, 4, 6)  (E-2,3,4,5)

19. Demonstrate proficiency by creating multimedia presentations, which include sound, animation, and digital photo imaging.  (B 1, 3, 4, 6, 12)  (E-3,4,5)

20. Demonstrate proficiency by sending electronic e-mail and threading messages.  (B 1, 3, 4, 5, 12)  (E-2,3,4,5)

21. Demonstrate proficiency by demonstrating an understanding of computer software, hardware, and terminology.  (B 1, 3, 4, 6)  (E-3,5)

22. Demonstrate proficiency by exhibiting business-like attitudes in demonstrating punctuality, turning assignments in on time, using class time productively, and making up assignments when absent.  (B 1, 3, 4, 6)  (E-1,2,3,4,5)

23. Demonstrate competence in listening to and following oral and written instructions.  (B 5)  (E-1,3,4)

24. Demonstrate competence in understanding the ethical nature of on-line communication. (B 1, 5)  (E-1,2,3,5)
CAREER PREPARATIONS STANDARDS   (E-1,2,3,4,5)
The student will:
1. Understand how personal skills development (including positive attitude, honesty, self-confidence, time management, and other positive traits) affect employability.

3. Demonstrate an understanding of classroom policies and procedures.

4. Define business ethics and explain the importance of ethical standards and social responsibilities in the workplace.

5. Discuss importance of the following personal skills in the workplace.

1) Positive attitude

2) Self-confidence

3) Integrity/Honesty

4) Perseverance

5) Self-discipline

6) Sociability

6. Define personal hygiene and identify acceptable business attire.

7. Prioritize tasks and meet deadlines.

8. Discuss the importance of lifelong learning.

2. Understand principles of effective interpersonal skills, group dynamics, conflict resolution, and negotiation.

9. Identify and discuss the key concepts of group dynamics.

10. Discuss and demonstrate the dynamics of conflict resolution and negotiation.

11. Work cooperatively, share responsibilities, accept supervision and assume leadership roles.

12. Demonstrate cooperative working relationships and proper etiquette across gender and cultural groups.

13. Discuss laws which apply to sexual harassment and discuss tactics for handling harassment situations.

3. Understand the importance of good academic skills, critical thinking and problem-solving skills in the workplace.

14. Recognize the importance of good reading, writing and math skills and implement a plan for self-improvement as needed.

15. Apply estimation, measurement and calculation skills to business applications, including the following:

7) Whole number math

8) Decimals and fractions

9) Counting and monetary functions

10) Use of tables

16. Read, write, and give directions.

17. Exhibit critical thinking, creative thinking and logical reasoning skills.

18. Recognize problem situations; identify, locate and organize needed information or data; and propose, evaluate and select from alternative solutions.

4. Understand principles of effective communication.

19. Read and implement written instructions, technical manuals, written communication and reference books.

20. Present a positive image through verbal and nonverbal communication through use of appropriate methods.

21. Demonstrate active listening through oral and written feedback.

5. Understand occupational safety issues, including avoidance of physical hazards.

22. Discuss and implement good safety practices, including:

11) Avoidance and reporting of physical hazards in the work environment

12) Safe operation of equipment

13) Proper handling of hazardous materials

14) Apply sound ergonomic principles in organizing one=s work space

6. Understand career paths and strategies for obtaining employment.

23. Explore career opportunities and projected trends; investigate required education, training and experience; and develop an individual education plan.

24. Identify steps for setting goals and writing personal goals and objectives.

25. Examine aptitudes related to career options, and relate personal characteristics and interests to educational and occupational opportunities.

26. Develop job acquisition documents including:



15) Job application

16) Resume

17) Appropriate cover and follow-up correspondence

18) Portfolio

27. Identify and demonstrate effective interviewing techniques.

7. Understand and adapt to changing technology.

28. Understand the importance of lifelong learning in adapting to changing technology.

29. Student Evaluation Standards   (List the criteria on which students will be graded in the course.  Give the approximate weight for each of the grading criteria in determining the student=s grade, such as test, homework, labs, class participation.  Also indicate the weight given to quarter grades and semester finals in tabulating the final grade.)

Participation


40%
Meetings

Workshops

Work Log sheets

Personal Finance Records
10%

Portfolio


25%

Application

Resume

Letter of Recommendation

Work Samples

Business Plan, Annual Report,

Economic Projects, Technology Projects

Assessment


25%
Pre & Post Test

Employee Evaluation
Self Evaluation

Consultant Evaluation

Economic, Business, & Technology

Standards Evaluation

6.
Suggested Instructional Activities   (This item is optional and is not required for the course of study.  If it is completed, it should include teacher and/or student activities such as field trips, demonstrations, speakers, or special procedures that will assist the students in learning the course objectives.)

Films

Role-playing situations

Speakers and mentors from industry

Field trips

7.
Essential Employability Skills
The instruction of general workplace and essential employability skills creates a common thread throughout the course.

The general workplace skills include: personal development, ethics, attendance, grooming, and self-management skills; lifelong learning and industry linked academic skills; communication, listening, speaking, writing, problem-solving, and team building skills; information and technology skills; resource identification and management skills; employment literacy, job search, and career development skills; safety, diversity, and public relations skills; technical reading and writing skills; and entrepreneurial skills.

The essential employability skills are defined as follows:

Accountability for Actions: Accepts assignments and responsibility for carrying out the assignments, including the results achieved.

Appearance: Dresses appropriately for the position and maintains personal hygiene.

Appropriate Behavior: Demonstrates accepted social and work behaviors, manners, and conversation skills.  Helps others, both in the performance of the job, and in teaching others.  Exercises the rights and responsibilities of citizenship.

Attitudes:  Employers desire a good attitude which  means: being courteous and cooperative, being willing to learn, having a pleasant personality, and being flexible regarding doing what it takes to get the job done.

Common Sense: Demonstrates the capacity of making sound and prudent decisions.

Continual Learning: Seeks out opportunities to gain new knowledge or to learn new skills.  Uses self-regulated learning (teach themselves).

Cooperativeness: Works cooperatively with others and contributes to the group with ideas, effort and suggestions.

Conscientiousness: Acts with regard to what is considered right or proper for the circumstances.

Demeanor: Carries one=s self with an air of confidence and purpose.

Dependability: Can be relied upon to show up for work and to work after showing up.

Effort:  Demonstrates a capacity for doing work through exertion. The total work done to achieve a particular end in a timely manner.

Flexibility: Readily adapts to new, different, or changing job conditions.

Goal Setting Ability: Demonstrates internal motivation by striving for successful performance in the workplace without prompting.  Possessing a pattern of preparation, mental attitude, and methodology that applies to work situations.

Integrity/Honesty: Given a choice, the individual will choose an ethical course of action.  They can be trusted.

Judgment: Uses specific situations and dispositions to reach a conclusion and then acts in an appropriate manner.

Motivation: Possesses a desire to achieve goals and objectives without external prompts such as money, threats or coercion.

Punctuality: Shows up for work on time, all the time.

Respect: Recognizes position in the employment hierarchy.  Works and communicates with co-workers, supervisors, and clients/customers in an appropriate manner.

Responsibility: Exerts a high level of effort and perseverance toward goal attainment.

Work Habits: Demonstrates a work ethic appropriate to the culture of the workplace with respect to attendance, punctuality, enthusiasm, neatness and perseverance.

30. Expected Student Proficiencies & Certification of Completion. (Attached)

/mq

