
	1. School Name: Aldershot School
    Discipline/Subject: Business Studies
    Course Outline for: Introduction to Information Technology in Business
    Course Code: BTT101
    Teacher: Mr. Micheli      michelir@hdsb.ca      




	2. Course Description:

This course introduces students to the use of information technology in a business environment.  Students will learn how to use information technology in a work environment, perform electronic research, communicate electronically, and use common business software.  They will also explore possible future occupations in information technology.

3. Key Curriculum Learning Expectations

     
The student will:

Strand 1 - Information Management
· demonstrate an understanding of the information technology terms used in business

· explain key infrastructures relevant to information technology

· manage an information technology work environment

· electronically manage personal data and computer files

Strand 2 - Software Applications

· demonstrate the skills required to enter data by using appropriate keyboarding techniques

· demonstrate the use of basic functions and features of common business software

· produce documents that meet basic business standards and formats

Strand 3 - Electronic Communication

· demonstrate an ability to use electronic software to create presentations

· use electronic tools to communicate effectively with others

· demonstrate an understanding of the legal issues relating to electronic communication


Strand 4 - Electronic Research And Ethical Issues
· use a variety of electronic media to find relevant information

· analyse the various uses of the Internet in a business environment

· demonstrate an understanding of the legal issues relating to electronic communications


Strand 5 - Career Opportunities
· describe career opportunities related to information technology

· assess their information technology skills and competencies

· demonstrate an understanding of information technology programs designed for use in secondary schools

     


	4. Units/Topics

Unit 1 Ergonomics, Business Communication & Word Processing

Unit 2 Spreadsheets

Unit 3 Data bases

Unit 4 Publisher

Unit 5 Presentations and technology

Unit 6 Web pages

Unit 7 Summative Project


	5. Assessment Evaluation

The percentage grade for this course reflects the student's overall achievement of the expectations for the course. There will be variety of opportunities for students to demonstrate their achievement of the expectations. Student assessment and evaluation methods for this course will reflect, wherever possible, authentic practices found in the working world. The final mark will be divided approximately as follows:

Knowledge/Understanding (of facts, terms, concepts, principles)                                                          15%

Thinking/Inquiry (generating ideas, planning, selecting resources, analyzing information)                     15%

Communication (oral, listening, written, visual presentation of information in business manner)             20%

Application (use of technology, software, concepts to produce industry standard documents)                50%

Seventy percent of the grade will be based on assessments and evaluations conducted throughout the course. Thirty percent of the grade will be based on an in class performance task completed during the final 2 weeks of the course.

The 30% final evaluation will cover the following expectations and achievement categories: 

IMV.03, IMV.04, SAV.02, SAV.03, ECV.01, ERV.01 and ERV.02; Communication, Application and Thinking/Inquiry.

In every Business Studies course, it is vital that students be regularly assessed and given feedback on their employability/learning skills. These skills will include: ability to work independently, teamwork skills, organizational skills, work habits, and initiative. these skills will be reported on separately on the report card.




	6. Teaching and Learning Strategies

BTT101 is an open course, and it must meet the needs of a diverse student audience. Students will learn in a variety of ways - through teacher-led examples and practice, through hands-on activities, independently, co-operatively and in small work teams.

Wherever possible authentic tasks and practices found in the working world should be used.




	7. Resources

     
There is a wealth of information and resources available on the Internet for students to access. students will have access to a variety of software application programs.

                          Name                                                                                   Phone                             e-mail 

Study buddy #1____________________________________________________________________________________

Study buddy #2____________________________________________________________________________________




Note: If a student is absent for any reason, it is the student’s responsibility to find out what work was missed and to catch up on any homework before the next class.
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