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HARBORD COLLEGIATE INSTITUTE 

                                

Information and Communication Technology in Business (BTT1/2O1)
Teachers: Ms. Bretholz, Ms. Gulia and Ms. Driscoll
Department: Business and Computer Studies Department

Credit Value: 1                                      
Scheduled Hours: 110

Ministry curriculum policy document: The Ontario Curriculum Grades 9 & 10 - 
Business studies- Revised 2006  
Textbook: Business Technology Today – Ellerby, Pinto, Hiltz – Nelson
ELECTRONIC COMMUNICATION:

Assignment, due date and helpful information is updated regularly on my website:

www.bretholzbtt101.wikispaces.com
You will need to create an account on EDMODO in order to submit assignments:

www.edmodo.com (make sure that you sign up using the group code for your class)

It is expected that you act professionally when communicating with your teacher/peers and ensure that you are at all times respectful and school appropriate. Students are expected to be academically honest and submit their own work, so that the mark received reflects their own academic achievement.
STATEMENT OF PURPOSE AND RATIONALE OF COURSE: 

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. 
OVERALL CURRICULUM EXPECTATIONS:

By the end of this course, students will:

• Demonstrate an understanding of how businesses respond to needs, wants, supply, and

  demand

• Compare types of businesses

• Demonstrate an understanding of ethics and social responsibility in business

• Demonstrate an understanding of the benefits and challenges for Canada in the field of

  international business
COURSE CONTENT:

UNIT 1: DIGITAL LITERACY
Students will demonstrate an understanding of the terminology, the computer workstation environment, and be able to manage electronic files and folders. As well they will analyze options for accessing the Internet and apply effective techniques when conducting electronic research. 
UNIT 2: PRODUCTIVITY SOFTWARE
Students will use word processing software, spreadsheet software and manage information, using database software. 
UNIT 3: DESIGN SOFTWARE
Students will use presentation software, desktop publishing software and demonstrate an understanding of the uses and design of an effective website.
UNIT 4:  BUSINESS COMMUNICATIONS
Students will demonstrate an understanding of the characteristics of effective business documents, and use appropriate technology to facilitate effective communication. They will maintain a portfolio of exemplary work that illustrates the skills that they developed.
UNIT 5: ETHICS AND ISSUES IN INFORMATION AND COMMUNICATION TECHNOLOGY 
Students will demonstrate an understanding of legal, social, and ethical issues. They will analyze privacy and security issues relating to information and communication technology and assess the impact of information and communication technology on personal health and the environment.

PROGRAM PLANNING CONSIDERATIONS

Some students in this course may have special needs.  If the student has any challenges such as hearing, visual, and learning disorders, or anything else, which could affect his or her grades, the student must see the teacher by the end of the first week of classes to discuss accommodations.  Private appointments can be arranged to discuss individual needs.

METHODS OF ASSESSING STUDENT ACHEIVEMENT

Students will be evaluated in the form of quizzes, lab work, presentations and assignments. The mark for the course will be based on term work worth 70% and a summative evaluation worth 30%. The four categories of knowledge and skills, encompassing all the curriculum expectations in this course will be weighted as follows:

Knowledge/Understanding  


25%

Thinking/Inquiry 



25%

Communication 



25%

Application 




25%

A mark of “0” may be recorded for any missed work as specified by Ministry of Education and TDSB policy.
Due dates for assignments and other evaluations are to be set at the teacher’s discretion. Due dates are firm. The teacher may refuse to collect late work if the student gains an unfair advantage over those that have met the due date. Remember that you can lose up to 10% for late assignments (which are handed in after the due date) and work will not be evaluated past the final due date.
Students who are absent on the due dates need to ensure that they have appropriate documentation explaining their reason for their absence on the date in question (ex. in the case of illness, a doctor’s note is required). Failure to do so will result in a mark of zero or late deductions as appropriate.
BTT1/201 CLASSROOM RULES
1. Come to every class prepared with your school supplies, your agenda, a storage media (highly suggested) and a binder for notes and handouts. Your readiness to work will allow us to make full use of our class time. Make sure that you use the class website so that you are ready for all classes and due dates.
2. Punctuality is important so please be on time for class. When you walk into the room, sit down quickly and quietly, and wait for instructions. If you arrive to class late, you are expected to sign in on the late sheet and explain the reason. If this is a repeated habit, it will be addressed outside of class time.
3. Keep your space clean. I expect that you will leave the class clean, respect school property and throw out your garbage when you leave the class. Food and drink must be kept out of the computer lab.
4. Going to the washroom should be done outside of class time. If you really need to go, make sure that you return quickly as I will only allow one person out of the class at a time. 
5. Extensions will be granted on an individual basis, and only under special circumstances. A request for an extension must be made prior to the due date. Losing your work, not having a backup, or your computer/printer breaking down is not an acceptable excuse for not having your assignments completed and handed in on time. The labs in the school are open at various times and you can use the computers at your community library.
6. Backups - As a general rule you should save your work every 5 minutes or every full screen.  You should always have at least 1 backup copy of your file. Consider making a folder in your email account, on your home drive (H:) or buying a storage media for this purpose.

7. You will be assigned a study buddy.  If you are absent, your buddy will tell you what you’ve missed and will have an extra copy of any notes or handouts from that day for you. You are responsible for all work, due dates, and notes that you miss during an absence. Make sure you check the pick up folder for missed work and stay up to date on assignments.
8. Being able to talk to the people around you while working is a privilege.  When I am talking, giving instructions or when one of your peers is talking during a class discussion it is important to refrain from all other conversations and listen carefully.
9. Use your time efficiently. You will be given class time to work on this course. I expect you to stay on task. Facebook, Youtube and other nonschool related sites are not to be used during class time.
10. Edmodo. Your daily work can be handed in through the drop off box for this course. However, you will be submitting all major assignments through Edmodo. As the submission is time stamped please ensure that you meet all deadlines and double check that you accurately attach the work when you turn in your assignments.
