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COURSE DESCRIPTION

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 technology 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 research and communication skills, and current issues related to the impact of information and communication technology.

LATE POLICY

To ensure that you do not miss concepts nor disrupt lessons, you are expected to be in class on time (by the time the second bell rings). 

If consistently late, a meeting will be necessary between student and teacher and possibly others as well (i.e. administration and/or parents) to try and resolve the matter. 
ABSENTEEISM

To maximize your learning and attain your credit by June, you are expected to attend class regularly.

Students that are away for a test/quiz will write it on the day that they return.  The test will not be evaluated until the absence is confirmed as valid (i.e. note from parent, clearance from office).  
Students who know beforehand that they will be missing a test should inform the teacher before the test date and set up an alternative arrangement to take the test.

Submitting late assignments and making up missed tests is the responsibility of the student.  Do not wait for the teacher to approach you about missed deadlines because this may not happen.
PLAGIARISM

Any student who plagiarizes the work of others or cheats in any other way will receive a zero on that assignment and may be suspended from school.  This includes material downloaded from the Internet.  Plagiarism includes the quoting of material from the Internet or from a written source without their acknowledgement.  Plagiarism also includes copying someone else’s work.

Remember that although you may work in a group format, your submitted AND MARKED work will be that portion of the group work that is your own.

ACHIEVEMENT CATEGORIES AND WEIGHTINGS

The following is the categories that a teacher’s assessments are based on:

15%
Knowledge and Understanding

15%  
Thinking and Inquiry

20%
Communication

60%
Application

ASSESSMENT AND EVALUATION

	Term Work – 70%
	Final Evaluation – 30%

	Assignments, Case Studies, Class Activities and Unit Tests
	E-folio Project and written portion


