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	EVALUATION OF INSTRUCTION
Each class at the College is evaluated by the students during the semester.  The instrument used allows students to comment on the instructor and his presentation of the course.  The results of these evaluations are made available to the instructor after grades are complete and turned in to the Division.

The Dean of the Division or his designee visits classes to observe instructors and completes an evaluation.  A copy is given to the instructor with the opportunity for the instructor to respond to the evaluation.  The evaluation with the instructor’s response is kept on file in the Dean’s office.  




	

	COURSE DESCRIPTION

Accounting for Office Careers is a vocationally oriented course that includes the accounting cycle, journalizing, posting, adjusting, and preparation of financial statements.  Payroll records and procedures are also covered.  Completion of this course will enable one to maintain a small set of books.  
REQUIRED MATERIALS
TEXTBOOKS AND OTHER MATERIALS:  

College Accounting   Price, Haddock Brock
Workbook
STUDENT LEARNING OUTCOMES 

1. Identify how to post transactions implementing the accounting equation and using a chart of accounts. 
2. Identify and analyze transactions into debit and credit parts using a T account diagram.

3. The student will prepare a chart of accounts using a numeric numbering system.

4. Prepare a bank reconciliation using a reconciliation statement.

5. Successfully plan and prepare a trial balance, income statement, balance sheet, prepare adjusting and closing entries using an 8-column worksheet.
.

REQUIREMENTS FOR SUCCESSFUL COMPLETION

· Major courses that must be completed with a grade of “C” or better.

· Students may select the area of enrichment with department head approval and must be completed with a grade of “C” or better.

· General Education courses in the areas of Sciences and Math must be completed with a grade of “C” or better.

CONTENT OUTLINE
Course Schedule:

Week

                                   Description

1

Chapter 1:  Accounting:  The Language of Business
2

Chapter 2:  Analyzing Business Transactions
3

Chapter 3:  Analyzing Business Transactions Using T Accounts
4

Chapter 4:  The General Journal and the General Ledger
5

Review and Test 1
6

Chapter 5:  Adjustments and the Worksheet
7

Chapter 5:  Adjustments and the Worksheet Continued
8

Chapter 6:  Closing Entries and the Post-Closing Trial Balance
9

Review and Test 2
10

Chapter 7:  Accounting for Sales and Accounts Receivable
11

Chapter 8:  Accounting for Purchases and Accounts Payable
12

Chapter 9:  Cash Receipts, Cash Payments, and Banking Procedures
13

Review and Test 3
14

Chapter 10:  Payroll Computations, Records, and Payments
15

Chapter 11:  Payroll Taxes, Deposits, and Reports
16
Review and Test 4
GRADING

Grades will be determined in the following way:  

                   Grading Scale

A = 90% - 100%

B = 80% - 89%

C = 70% - 79%

D = 60% - 69%

F = Below – 59%


Tests
              50% of grade


Project              25% of grade
         Assignments     25% of grade



	 

	


	

	ATTENDANCE
Students should read the policy on attendance in the Nunez College Catalog.  Roll will be checked each class and the instructor may drop a student for excessive unexcused absences prior to the official last day to drop a course.  If the instructor drops a student from the roster before the last drop date, the student will receive a “W” grade.  If absences occur and/or accumulate after the last day to officially withdraw, the student may fail the course.  Excessive absences usually equal to two weeks of class time.  Students who arrive late to class must see the instructor after the class to have that absence removed.  Students who leave class early may be counted absent for that class.

CLASSROOM ETIQUETTE

No student may create disturbances to the learning environment.  Students may be warned, asked to leave class and/or referred to the Vice-Chancellor for Student Affairs or designee for disciplinary action depending on the frequency or severity of the disturbance.  Entering and leaving the classroom during class time is a distraction to other students and the instructor and should be avoided.  A student’s need to be in constant contact with the outside world through high-tech electronic devices (beepers, cell-phones, etc…) does not supersede basic classroom etiquette, and the beeping, buzzing or ringing of these devices are definitely considered a disturbance by the instructor. 

Only those persons enrolled in the class should be present in class.

PLAGIARISM AND CHEATING

Cheating/plagiarizing is a serious offense.  Webster defines plagiarism as the act of “taking and using as one’s own the ideas or writings of another.”  Depending on the frequency or severity of a student’s cheating/plagiarizing the instructor may lower the student’s grade or recommend the student to the Vice Chancellor for Academic Affairs for disciplinary action.

AMERICANS WITH DISABILITIES ACT
It is the policy of Nunez Community College to accommodate students with disabilities, pursuant to federal law, state law, and the school’s commitment to equal educational opportunities.  Any student with a disability who needs accommodations should contact Carly Gervais in the ADA Coordinator’s Office. The office is located in the Law Library, Room 1-234, telephone 278-7491 or e-mail cgervais@nunez.edu.




	

	SUGGESTED ACTIVITIES

List of activities the instructor may choose from for students to complete the requirements of the course

SUPPLEMENTAL RESOURCES
Materials kept by the subject matter area, Division, Library, or Excel Learning Center that could be used in presentation or for student assignments both required and suggested




