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Information and Communication Technology in Business
BTT10
Course Outline

School: 

Rutherford Private School

Department:
 
Business
Credit Value: 
1.0

Description/Rationale: “This course introduces students to information and communication technology in a business environment and builds a foundation of digital literacy skills necessary for success in a technologically driven society. Students will develop word processing, spreadsheet, database, desktop publishing, presentation software, and website design skills. Throughout the course, there is an emphasis on digital literacy, effective electronic research and communication skills, and current issues related to the impact of information and communication technology.” (Ontario Curriculum)
Major Units of Study and Timeline:
	Unit Name
	Number of Hours
	Date of Major Assignment / Test

	1. Introduction to Computers
	20 hours
	

	2. Microsoft Software
	30 hours
	

	3. Design Software
	30 hours
	

	4. Computer Ethics
	13 hours
	

	6. Business Communication
	15 hours
	

	7. Final Evaluation
	2 hours
	


Course Breakdown

Unit 1

Introduction to Computers
Students will learn about the basic components of a computer, including both software and hardware. They will learn about how to guard their computer information from potential hackers, and viruses. Students will also learn about the basic functions on the desktop and keyboard shortcuts. Next they will learn about the importance of ergonomics for computers and the result improper form while working.

Summative Assessment
- (1) Test   

Formative Assessment
- (1) Ergonomics Worksheet 
Unit 2

Microsoft Software
Everyone will work intensively in the computer lab to develop their Microsoft Word, Excel, PowerPoint and Publisher skills. Students will learn how to properly format documents, how to create spreadsheets and formulas, how to make professional presentations and finally how to prepare academic brochures. Students will use word processing software to create common business documents, use spreadsheet software to perform a variety of tasks, and manage information, using database software.
Summative Assessment
- (1) Individual Assignments for Word, Excel, PowerPoint and Publisher
Formative Assessment
- (1) Online Instruction and Practice
(2) Peer Review
Unit 3 

Design Software
In this unit students will use more advanced presentation software such as Prezi to create and deliver effective presentations. They will then demonstrate an understanding of the uses and design of effective websites, and develop their own web pages. Their web pages will have to have a central theme and be easy to navigate through. 
Summative Assessment
- (1) Prezi Presentation     (2) Website Creation
Formative Assessment
- (1) Presentation Reflection (2) Website Peer-Feedback Worksheet
Unit 4 – Ethics and Issues in Information and Communication Technology:  
Students will demonstrate an understanding of legal, social, and ethical issues relating to information and communication technology, analyze privacy and security issues relating to information and communication technology, assess the impact of information and communication technology on personal health and the environment.

Summative Assessment
- (1) Website Evaluation Worksheet
(2) Test

Formative Assessment
- (1) In-Class Analysis Worksheet (2) Discussion
Unit 5 – Business Communication:  
Students will demonstrate an understanding of the characteristics of effective business documents and communications, use appropriate technology to facilitate effective communication, maintain a portfolio of exemplary work that illustrates their skills in information and communication technology, including the ability to create effective business communications.

Summative Assessment
- (1) Dragon Den Assignment
 and Presentation (2) Test
Formative Assessment
- (1) Rough Draft of Business Idea (2) Various Handout
\
Assessment and Evaluation Overview

1. Learning Skills and Work Habits Achievement:

Learning skills and work habits are instructed, assessed and evaluated separately from your academic work. 

You will be assessed daily on your level of achievement of the following six learning skills and work habits through meetings with your teacher; observation during class activities; and completion of assignments where specific learning skills are addressed. Learning skills and work habits will be evaluated at midterm and again at the end of the semester with a letter grade (E=Excellent, G=Good, S=Satisfactory, N=Needs improvement).

What does learning skill look like in our classroom?

Responsibility

· You must arrive to class on time every single day
· You must submit assignments on the due date
· Respect and clean up your materials and work area regularly

· You should manage your own behaviour 

Organization

· All notes should be organized and maintained in a binder
· Follow the plan and rubric for completing assignments

· Manage time effectively in class (do not waste in-class time!)
· Have all necessary materials ready in the beginning of class
· Be focused when assigned independent Work

· Remain on task in class and do not distract others
· Be able to follow instructions with minimal reminder or supervision 
Collaboration

· Respond positively to the work and ideas of others
· Respect classmates and never put anyone else down!
· Build healthy relationships in the classroom and help one another when needed
· Work effectively as part of a team and complete your share of group work when assigned 
Initiative

· Express interest and curiosity in the subject materials that are discussed in class 
· Begin assignments as soon as possible 
· Display a positive attitude to what is being taught
· Volunteer when asked to do something and offer assistance to others 

Self Regulation

· Set goals for the end of the year and monitor progress as the semester goes on
· Reflect on strengths and the areas that need more improvement

· Seek assistance when needed (ask questions when something is not clear)

· Come for extra help if confused about and assignment or something discussed in class 

2. Achievement of Overall Course Expectations

:

Diagnostic and Formative Assessment Tasks will be used throughout the course and may include quizzes, assignments, activities and essays. Feedback will be used to help students and teachers to determine the next steps necessary to achieve the provincial standard on the overall expectations. These assessment tasks will not be used in the determination of grades. 

Summative Assessment Tasks

These will usually be administered at the end of a period of learning and may include performance tasks, written work, group projects, and unit tests. Summative assessment tasks will be used to evaluate student learning in relation to the overall expectations of the course. Evaluation of the summative assessment tasks will be used to determine the term grade and will be worth seventy percent (70%) of the final grade. 
Final Summative Tasks will be administered at or near the end of the course. Thirty percent (30%) of the final grade will be based on the evaluation of final summative task in the form of an examination and/or other culminating activities. The tasks will be based on overall expectations from all strands and across the categories of knowledge and understanding, thinking, application and communication.
Late or Missing Assignments

Students are expected to submit assignments by the due dates assigned in class. It is important that all summative assessment tasks be completed on time, so that there is enough evidence of the overall expectations for a credit to be granted. 
10% will be taken off on the first day an assignment is late, followed by 5% for every subsequent day
If you feel that you cannot complete an assignment on time due to an overload of assignments or for personal reasons, please inform me at least one week in advance. I will change the date to work with your schedule! 
.

All final summative tasks must be completed before a credit is granted.

Academic Honesty

Academic honesty is a fundamental cornerstone in student learning. Copying someone else’s work or something that is found on the internet is considered theft of intellectual property and is treated with the utmost seriousness. Not using proper citation for copying any of the following with constitute as plagiarism:

· Facts and information that are not generally known without proper reference

· Someone else’s written or spoken idea, theory or opinion being used without citation

· Copying from the internet without giving proper acknowledgement to the source

· Submitting work prepared, in part or in whole, by another person 

Plagiarizing someone else’s work will result in an immediate zero on the assignment and will be reported to the school administration to determine proper consequences.  

Attendance and Punctuality
Regular attendance and punctuality are expected, as they contribute to success at school and are important requirements in the workplace. It is essential that you contact your teacher when you know you will be absent. 
If you are absent due to illness or personal reasons, it is critical that you work diligently to learn everything that you have missed and to get any missed notes from classmates. It is also recommended that you briefly attend extra help either during lunch or after school to personally go over what you have missed. 

Attendance and punctuality are reported on the provincial report card. Missing too many classes or being late too many times can result in you not getting your credit for this course. 
Learning Materials
Students must bring these items to class daily
· 3 ring binder for the course
· 3 ring lined paper or notebook specifically for this class
         

· Pencil, eraser, and pens (black, blue and red) 
Culminating Project / Exam
The final Independent Study Unit for this course will be handed out individually in the first week of the course. It will be up each student to work on their ISU during their own free-time with some additional time provided in class for student/teacher conferences. 

The last week of the course will be dedicated to preparing for the final examination that will consist of an amalgamation of everything covered through-out the year. A practice exam will be given prior to the final. 

Teaching/Learning Strategies:
This course will be delivered using a variety of instructional strategies, which will include among others:
· Multimedia presentations with matching handouts 
· Socratic instruction and note-taking
· Self-directed work with computer instructions




· Teacher demonstration
· Peer-enhanced Correction






· Research projects – independent work 

· Interactive computer assisted learning


Accommodations 

Proper accommodations will be made for ALL students in terms of different learning needs, learning styles and language learners. These will be consistent with the strategies outlines in their Individual Education Plans. All students should try their best based on their own capabilities. Extra help will regularly be offered to ensure constant improvement and overall success! 
Assessment/Evaluation Techniques:
Students will be evaluated using a variety of instruments including;
	Of Learning
	For Learning
	As Learning

	· Quizzes / Tests

· Journal
· Graphing / Excel Worksheet

· Persuasive presentation

· Sight Passage Analysis 
	· Conferencing

· Comprehension Questions 

· Multimedia Comprehension

· Reading Responses

· Data Analysis
	· Self-Evaluation of work

· Report Writing
· Peer Review of Web Design


Assessment and Evaluation:
	Category
	Expectations
	% of Mark

	Knowledge / Understanding

(KU)
	Understanding of content (e.g., concepts, principles, theories, software, relationships, methodologies and/or technologies)


	25%

	Thinking (T)
	Use of critical/creative thinking processes (e.g., evaluation of business situations , problem solving, decision making detecting bias, research)


	25%

	Communication (CO)
	Expression and organization of ideas and information (e.g., clear expression, logical organization) in oral, visual, and written forms, including electronic forms (e.g., presentations, charts, graphs, tables, models, web pages, spreadsheets, flyers, financial statements, etc.


	25%

	Application (AP)
	Transfer of knowledge and skills (e.g., choice of tools and software, ethical standards, concepts, procedures, technologies) to new contexts.


	25%


Determination of the Final mark - the Final Mark for this course is calculated as follows:

Term work



70%

Final Project



15%
Final Exam



15%
Total




100%

Important Note: Any damage to your assigned computer will be your responsibility and you will be asked to compensate for any significant problems that might occur – including both software and hardware 

( Please sign below that you have read and understood the course outline for Information Technology
Student Signature: ___________________
Parent Signature: ___________________






