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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 the terminology associated with information and

communication technology;

• demonstrate an understanding of the computer workstation environment;

• manage electronic files and folders;

• analyse options for accessing the Internet;

• apply effective techniques when conducting electronic research.
• use word processing software to create common business documents;

• use spreadsheet software to perform a variety of tasks;

• manage information, using database software.

• use presentation software to create and deliver effective presentations;

• use desktop publishing software to create publications;4

• demonstrate an understanding of the uses and design of effective websites, and develop

their own web pages.

• 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.

• demonstrate an understanding of legal, social, and ethical issues relating to information and

communication technology;

• analyse privacy and security issues relating to information and communication technology;

• assess the impact of information and communication technology on personal health and the

environment.

OUTLINE OF THE 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.



TEACHING STRATEGIES


Teaching strategies in this course reflect the appropriate balance of theoretical components and practical applications. In addition, teaching strategies  are appropriate to the range of students’ learning needs. 

Some of the strategies used are: use of case studies, connecting theory with applications with fieldtrips and guest speakers, brainstorming, use of technology, authentic, higher order thinking assignments, Socratic method.  

STRATEGIES FOR THE ASSESSMENT AND EVALUATION OF STUDENT PERFORMANCE


Strategies are appropriate to the course type and to the students’ range of learning needs. Some of the strategies used: assessment as learning, assessment of learning and assessment for learning and peer assessment.  
INCORPORATION OF MINISTRY AND BOARD POLICIES


This course is aligned with ministry and board policies as well as initiatives for environmental education, equity and inclusive education, financial literacy education, career education, cooperative education and health and safety. Policies are incorporated in the course through authentic and higher order thinking assignments as well as class code of conduct developed jointly by the students at the beginning of the school year. 

Methods of Assessing Student Achievement:

Students will be evaluated in the form of tests, 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%

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. A mark of “0” maybe recorded for any missed work as specified by Ministry and TDSB policy.

