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Integrated Input Technologies
Approved 1/28/05

This is a capstone course in which students will learn necessary skills in problem solving using current and emerging integrated technology to include a variety of input technologies such as advanced keyboarding, scanning, speech recognition, handwriting recognition, and the use of a mouse in the production of mailable business documents. The course focuses on student choice, accountability and competency. Students work toward the attainment of high-level employable competencies in areas which may include (but are not limited to) integrated software applications, computer systems, communication systems, networking, ethical issues, human relations, leadership, self-management, and workplace management. Students may choose areas of specialization and achieve industry certification in areas such as word processing, spreadsheet applications, database design and management, multimedia presentations, schedule and contact management, etc. This course may articulate to post–secondary education. 
Recommended Prerequisites: Keyboarding and Keyboarding/Document Formatting
Suggested Prerequisite: Computer Applications or Keyboarding/Document Layout and Design, Spreadsheet Applications, Interactive Multimedia Presentations, Database Design/Management 

Grades: 11, 12

Recommended Credit: 1 to 2* Credits

Note:
*Students must choose a minimum of two areas of specialization to prepare for industry certification.


This course may articulate to post–secondary education. 

Standard 1.0


The student will describe current and emerging information systems, including communication and networking systems.

Standard 2.0

The student will research and apply typography, layout, design, and composition concepts and guidelines for document preparation.

Standard 3.0


The student will research and apply knowledge of ethical and legal issues within the industry. 

Standard 4.0


The student will attain proficiency level in word processing.

Standard 5.0


The student will attain proficiency level in spreadsheet applications.

Standard 6.0


The student will attain proficiency level in database design and management.

Standard 7.0


The student will attain proficiency level in multimedia presentations.

Standard 8.0


The student will attain proficiency level in schedule and contact management.

Standard 9.0


The student will maintain safety, health, and environmental standards, and address ergonomic concerns.

Standard 10.0*

The student will individually advance toward expert level in the technological area of choice.

Standard 11.0


The student will develop and demonstrate human relations, leadership, self-management, and workplace management skills.
Course Description 

This is a capstone course in which students will learn necessary skills in problem solving using current and emerging integrated technology to include a variety of input technologies such as advanced keyboarding, scanning, speech recognition, handwriting recognition, and the use of a mouse in the production of mailable business documents. The course focuses on student choice, accountability and competency. Students work toward the attainment of high-level employable competencies in areas which may include (but are not limited to) integrated software applications, computer systems, communication systems, networking, ethical issues, human relations, leadership, self-management, and workplace management. Students may choose areas of specialization and achieve industry certification in areas such as word processing, spreadsheet applications, database design and management, multimedia presentations, schedule and contact management, etc. This course may articulate to post–secondary education. (This course requires a computerized workstation and supportive software for required applications.)

Standard 1.0 

The student will identify current and emerging information technology systems, including communication and networking systems.

Learning Expectations

The student will:


1.1
Contrast hardware and software components used in information systems.


1.2
Use, read, and view media and emerging information technologies. 

1.3
Utilize the resident electronic desktop environment. 



1.4
Explore the use of digital communication


1.5
Compare the types of networks and their features and use.
Performance Standards: Evidence Standard Is Met

The student

· Evaluates the needed components of the computer configuration.

· Performs functions using desktop features of the resident software.

· Discusses computer communications channels and equipment and the Internet, World Wide Web, and ecommerce.

· Integrated Component: Evaluates research on various computer hardware and software components and prepares a specification sheet for a proposed purchase of a computer system. The specification sheet must include hardware specifications as well as software requirements, including at least one emerging information technology advance, i.e., voice recognition, etc. 
Sample Performance Task

· Research the Internet to locate specifications and prices for the parts that might be used to put together a local area network for the classroom. Find at least two sources/brands of each of the following components: file server, network operating system and network interface card, cable, hubs and other components. Select the components that provide the best balance between price and performance. Utilize application software to present proposed configuration and cost analysis 

· Visit a computer store, use computer magazines and/or research using Internet resources to simulate purchasing a complete computer system, including application software.

· Using various Web sites, research the three types of e-commerce.
· Integration Project: using the information obtained by visiting a computer store and researching computer system, recommend a computer system and software for the high school booster club.

Integration/Linkages


Language Arts, Mathematics, Computer Science, Policy Commission for Business and Economic Education, SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Future Business Leaders of America, Delta Pi Epsilon, Industry Standards, Work Keys, WC3 Users Interface Domain and National Educational Technology Standards (NETS)

Standard 2.0

The student will research and apply typography, layout, design, and composition concepts and guidelines for document preparation.

Learning Expectations

The student will:


2.1
Analyze composition processes.


2.2
Analyze principles of typography.


2.3
Set formatting styles and apply typographical commands to text.


2.4
Evaluate the effectiveness of typography in publications.


2.5
Contrast and compare the typography from at least two print sources:


a.
composition techniques


b.
different typestyles

c.
different types of justification


2.6
Analyze layout principles.


2.7
Analyze principles of design, including


a.
special effects techniques


b.
thumbnail sketches

c.
guides, rulers, scales, menus, pallets


d.
text alignment, elements positioning, rules of page design for printed text


e.
margins, gutters, tabs, letter spacing, tracking, leading and headings;


f.
columnar grid setup


g.
style formulation


h.
master page construction


i.
spot color and process color to text and graphics.


2.8
Illustrate gradiations in shapes and blend colors.


2.9
Illustrate methods of importing and exporting text and graphics.

Student Performance Indicators: Evidence Standard is Met 

The student:

· Prepares a layout using typography specifications.

· Applies layout and design principles using original and/or imported graphics. (Gateway Algebra 5.0)

· Applies spot color to graphics and text.

· Applies typographical commands to text.

· Rotates text and graphics. (Gateway Algebra 5.0)

· Proofs, edits, resizes, crops/manipulates copy and graphics. (Gateway Algebra 2.0)

· Prints or publishes hard copy that meets publication and design standards.
· Integration Project: using typography specifications and layout and design principles, designs original graphics for a letterhead, envelope, and newsletter masthead for a company of choice. Graphics must include spot color, text rotation, and cannot be copied from any other source.
Sample Performance Task

· Have students illustrate at least four different font technologies applying gutters, tabs, letter spacing, tracking, leading and headings. Using different backgrounds contrast and compare the typography of each. 

· Design and create various projects combining text and graphics.

· Integration Project: Design a masthead for the high school booster club that could be used for various booster club initiatives such as letters, fund-raising mailings, newsletters, etc.
Integration/Linkages

All subject areas, SCANS, National Standards for Business Education, Policy Commission for Business and Economic Education, National Science Education Standards, National Math Standards, National Language Arts Skills Standards, National Educational Technology Standards (NETS), Data Processing Management Association (DPMA), and International Association of Administrative Professionals (IAAP), Gateway Algebra I and Gateway English II Standard 4.0

Standard 3.0


The student will research and apply knowledge of ethical and legal issues within the industry. 

Learning Expectations

The student will: 

3.1
Demonstrate work ethics that include integrity, honesty, loyalty, and perseverance that meet industry standards.


3.2
Research benefits and consequences resulting from the practice of business ethics.


3.3
Comprehend copyright laws regulations governing online activity and their applications to text, visual art, design, music, and photography.


3.4
Research legal responsibilities associated with the use of the Internet as required by federal and state government agencies. 


3.5
Establish a personal and business code of ethical behavior.


3.6
Compare the changes in worker responsibility as a result of information technology.

Student Performance Indicators: Evidence Standard is Met 

The student:
· Develops a virtual presentation on ethical and legal issues that could be posted on the web. 

· Applies ethical conduct providing the proper credit to those whose ideas and content has been used in creating interactive multimedia projects.

· Demonstrates ethical behaviors in what is written, spoken, or presented in designing and presenting a multimedia project.

· Applies knowledge of copyrights in seeking formal permission from copyright sources before using materials.

· Recognizes the legal implications of violating federal and state laws in multimedia\digital publishing.

· Demonstrates legal responsibilities using the Internet for interactive multimedia projects.

· Demonstrate skills necessary for safety and environmental protection in digital design and photography.
· Identifies property, privacy, access and accuracy issues pertaining to information technology.

· Identifies strategies that address and improve character traits of honesty, integrity, compassion and justice.

· Analyzes case studies relating to use of technology and choose an ethical course of action.

· Develops a personal and business code of ethics related to management of technology.
· Integrated Project: Design policies for a company handbook for the following topics: privacy, ethical use of technology, safety, and environmental hazards. Include a suggested code of ethics for employees pertaining to use of company time and equipment.
Sample Performance Task

· Design and produce an interactive multimedia project on legal and ethical issues to include: issues and penalties for plagiarism, copied data with permission and the process used in obtaining permission. Obtain formal permission for use of a quotations, art form, design, music, and photographs. Develop and present a total team interactive multimedia project utilizing various technology components. 

· Use the Internet to research ethics in the workplace and develop a code of ethics.

· Role-play situations that require ethical decisions. 

· Set up roundtable discussions on a particular business ethics dilemma.
· Integration Project: Using masthead created in Standard 2, add clip art and/or digital images that have been developed using various technology components and that meet all ethical and legal guidelines; i.e., permission has been obtained to include photographs, mascot emblem, quotes from participants, etc.
Integration/Linkages
All subject areas, SCANS, National Standards for Business Education, Policy Commission for Business and Economic Education, National Science Education Standards, National Math Standards, National Language Arts Skills Standards, National Educational Technology Standards (NETS), Data Processing Management Association (DPMA), and International Association of Administrative Professionals (IAAP), Gateway Algebra I, and Gateway English II 
Standard 4.0

The student will attain the proficiency level in word processing.
Learning Expectations

The student will:


4.1
Create, organize, and format content.


4.2
Collaborate with others by circulating documents for review and comment.

4.3
Format and manage documents.
Performance Standards: Evidence Standard Is Met

The student

· Inserts and edits text, symbols, and special characters.
· Inserts frequently used and pre-defined text.
· Navigates to specific content.
· Inserts, positions, and sizes graphics.

· Creates and modifies diagrams and charts
· Locates, selects and inserts supporting information
· Inserts and modifies tables
· Creates bulleted lists, numbered lists and outlines
· Inserts and modifies hyperlinks.
· Formats text and paragraphs.

· Applies and formats columns.
· Inserts and modifies content in headers and footers.

· Modifies document layout and page setup.
· Circulates documents for review.

· Compares and merges documents.

· Inserts, views, and edits comments.

· Tracks, accepts, and rejects changes to documents.

· Creates new documents using templates.

· Reviews and modifies document properties.

· Organizes documents using file folders.

· Saves documents in appropriate formats for different uses.
· Prints documents, envelopes, and labels.

· Previews documents and Web pages.
· Changes and organizes document views and windows.
· Integrated Projects: (1) Research local companies and request sample copies of Policies and Procedures Manuals and/or company handbooks. Choose one and modify document layout and page setup. (2) Using the policies created in Standard 3, circulate them for review among class teams. Each team should edit the other teams’ policies and track any changes made to the policies for the originating team’s review. Make proposed changes. Using original graphics created in Standard 2, design a cover for the handbook or Policies and Procedures Manual.
Sample Performance Task

· Compose a resume and letter of application for a specific position.

· Create an announcement with resized clip art and a bulleted list. 

· Create a research paper on networking, communications, or a similar topic.

· Integration Project: create a letter to be sent to parents from the high school booster club requesting their support and asking for volunteers for various booster club projects. Name the various projects the booster club is involved in and create a tear-off reply that can be mailed back to the booster club secretary. Use the masthead previous created in Standard 2 and the mascot and/or other digitally created images completed in Standard 3. (Also refer to Standard 1.0.)
Integration/Linkages


Language Arts, Mathematics, Computer Science, Policy Commission for Business and Economic Education, SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Future Business Leaders of America, Delta Pi Epsilon, Industry Standards, Work Keys, WC3 Users Interface domain and National Educational Technology Standards (NETS)

Standard 5.0


The student will attain proficiency level in spreadsheet applications.
Learning Expectations

The student will:


5.0
Create data and content.

5.1
Analyze data.


5.2
Format data and content.


5.3
Collaborate with others.


5.4
Manage workbooks.
Performance Standards: Evidence Standard Is Met

The student

· Enters and edits cell content.

· Navigates to specific cell content.

· Locates, selects and inserts supporting information.

· Inserts, positions, and sizes graphics.

· Filters lists using AutoFilter.

· Sorts lists.

· Inserts and modifies formulas.

· Uses statistical, date and time, financial, and logical functions.

· Creates, modifies, and positions diagrams and charts based on worksheet data.

· Applies and modifies cell formats and cell styles.

· Modifies row and column formats.

· Formats worksheets.

· Inserts, views, and edits comments.

· Creates new workbooks from templates.

· Inserts, deletes, and moves cells.

· Creates and modifies hyperlinks.

· Organizes worksheets.

· Previews data in other views.

· Customizes Window layout.

· Prints data.

· Organizes workbooks using file folders.

· Saves data in appropriate formats for different uses.

· Audits formulas; locates and resolves errors; identifies dependencies in formulas.

· Uses subtotals with lists and ranges.

· Defines and applies filters.

· Adds group and outline criteria to ranges.

· Uses data validation.

· Retrieves external data and creates queries.

· Creates PivotTables, PivotCharts, and PivotTable/PivotChart Reports.

· Forecasts values with what-if analysis.

· Creates and displays scenarios.

· Tracks, accepts, and rejects changes to workbooks.

· Merges workbooks.

· Integrated Project: Work on policies in Standards 3 and 4 for the company handbook and/or Policies and Procedure Manual. Assume the handbook or manual is to be published. Choose a minimum of 5 printing companies and obtain bid quotations on publishing the handbook or manual. Create a spreadsheet using the “what if” scenarios with respect to the number of copies, number of pages, type of paper, etc., to be published. Write a memo to the handbook and/or Policies and Procedure Manual committee chair to determine the procedure used in obtaining the bids. Import spreadsheet scenarios in the memo with the bid quotations.
 Sample Performance Task

· Create a spreadsheet that reports payroll for employees in an office supply store. Use functional formulas to calculate regular pay, overtime pay, gross pay, federal withholding tax, FICA, insurance and net pay. Create charts that will show the weekly net pay for each employee. Use design elements to enhance the appearance of the spreadsheet and chart.

· As Fundraising chairperson for a local student organization, the student will compare various fund-raising ideas to determine which will give the organization the best profit. Obtain information from at least four businesses about their product and using this data, produce a worksheet to share the information with the committee. Write formulas for the percent profit and the profit per 100 sales. Show the minimum and maximum values for selling price, profit, percent profit, and profit per 100 sales.
Integration Project: The treasurer of the high school booster club has asked that a budget be prepared based on possible fund-raising ideas and dues collected from parents. Community donations are to be included in this budget. Project possible expenses such as mass mailings of letters, newsletters, etc., that could be incurred in preparing the budget. (Refer to Standards 1.0, 2.0, 3.0, and 4.0.)
Integration/Linkages


Language Arts, Mathematics, Computer Science, Policy Commission for Business and Economic Education, SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Future Business Leaders of America, Delta Pi Epsilon, Industry Standards, Work Keys, WC3 Users Interface domain and National Educational Technology Standards (NETS)

Standard 6.0


The student will attain proficiency level in database management.
Learning Expectations

The student will:


6.1
Create and use databases.


6.2
Create and modify tables.


6.3
Create, modify, and refine queries.


6.4
Create and modify forms.


6.5
View and organize information.


6.6
Define relationships.


6.7
Produce reports.


6.8
Integrate with other applications.


6.9
Create database applications.

Performance Standards: Evidence Standard Is Met

The student

· Creates databases.

· Opens database objects in multiple views.

· Moves among records.

· Formats datasheets.

· Creates and modifies tables.

· Adds a pre-defined input mask to a field.

· Creates lookup fields.

· Modifies field and form properties.

· Creates and modifies select queries; specifies multiples query criteria.

· Adds calculated fields to select queries.

· Creates and displays forms.

· Enters, edits, and deletes records.

· Sorts and filters records; creates and applies advanced filters.
· Creates and runs parameter queries.

· Creates and runs action queries.
· Uses aggregate functions in queries.
· Establishes one-to-many relationships, many-to-many relationships; enforces referential integrity.

· Creates, formats, and modifies reports.

· Adds calculated and subreport controls to reports.

· Sorts and groups data in reports.

· Previews and prints reports.

· Imports/exports data to/from database software to other software applications.
· Uses data validation.

· Links tables.

· Creates lookup fields and modifies lookup field properties.

· Creates and modifies input masks.

· Creates a form in Design view.

· Assigns database security.

· Integrated Project: Design a database for the personnel department for all employees’ personnel data. Design and create this database based on information normally collected in a personnel office. Develop a minimum of 3 related tables. Utilize the information obtained and create 3 queries, 3 typical sorts, and 3 possible reports to utilize all the functions of the relational database.

Sample Performance Task

· Design and create a database for an office supply store customer list. Utilize all the functions of database to manage the information in the file. For example: query, sort, extract, design and print reports. 

· The Service Learning class has started a tutoring program. Each student will be assigned one or more elementary age students to tutor. The elementary students who participate can earn points than can be redeemed for prizes donated by local merchants. Design and create a database for the Service Learning class to keep track of the volunteer hours. The database should include each elementary student’s name, school, grade, high school tutor, and hours tutored. A second database must be kept for the high school tutors with similar information. Tracking for volunteer activities for the high school students is important for college and job resumes.
· Integration Project: the high school booster club secretary needs to have a relational database created for the booster club. Design and create (1) a relational database that would include a database which lists booster club members, addresses, phone numbers, etc.; (2) a database that would include fund-raising events; and (3) a database that would include volunteer opportunities for parents, community supporters and teachers. Determine the primary key for each database and be sure to utilize the relationship window to create and save the relationship of these databases to each other. Name the database file booster club. (See Standards 1.0, 2.0, 3.0, 4.0, and 5.0)

Integration/Linkages


Language Arts, Mathematics, Computer Science, Policy Commission for Business and Economic Education, SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Future Business Leaders of America, Delta Pi Epsilon, Industry Standards, Work Keys, WC3 Users Interface domain and National Educational Technology Standards (NETS)

Standard 7.0


The student will attain proficiency level in multimedia presentations.

Learning Expectations

The student will:


7.1
Create content for a presentation.


7.2
Format content for a presentation.

7.3
Collaborate with others to create a presentation.


7.4
Manage and deliver a presentation.
Performance Standards: Evidence Standard Is Met

The student

· Creates new presentations from templates.

· Inserts and edits text-based content.
· Inserts tables, charts, and diagrams.
· Inserts pictures, shapes, and graphics.
· Inserts objects.
· Formats text-based content.
· Formats pictures, shapes and graphics.

· Formats slides.

· Applies animation schemes.

· Applies slide transitions.

· Customizes slide templates.

· Manages a slide master.

· Tracks, accepts, and rejects changes in a presentation.
· Adds, edits, and deletes comments in a presentation.

· Compares and merges presentations.

· Organizes a presentation.

· Sets up slide shows for delivery.

· Rehearses timings.

· Delivers presentations.

· Prepares presentations for remote delivery.

· Saves and publishes presentations. 

· Adds links to a presentation.

· Previews and prints slide, outlines, handout, and speaker notes.

· Adds sound and video to slides.

· Exports a presentation.

· Integrated Project: Prepare a presentation on an assigned company handbook or Policies and Procedures Manual. Format content using links to word processing files (of handbook and/or Policies and Procedures Manual). Organize and key the slides, set up and rehearse timings. Add a link to the presentation showing the expenses associated with printing the changes proposed. Use the original graphics created in Standard 2 appropriately on the master slide.
Sample Performance Task

· Create a slide presentation for the local Chamber of Commerce. This presentation should include all aspects of high school student life, including, academics, sports, clubs, activities, etc. Import graphics and photographs whenever possible.

· Integration Project: create a slide presentation for the high school booster club. This presentation should include purpose of club; reasons for joining; digital photos of events and activities; booster club masthead in prominent position throughout the slide; quotations from booster club members, president, principal, athletic director, etc. This is a marketing piece to be used by local chamber of commerce and/or any local organizations that could assist the booster club in meeting its goals. (See Standards 1.0, 2.0, 3.0, 4.0, 5.0. 6.0.)
Integration/Linkages


Language Arts, Mathematics, Computer Science, Policy Commission for Business and Economic Education, SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Future Business Leaders of America, Delta Pi Epsilon, Industry Standards, Work Keys, WC3 Users Interface domain and National Educational Technology Standards (NETS)

Standard 8.0


The student will attain proficiency level in schedule and contact management.

Learning Expectations

The student will:


8.1
Message, schedule, and organize using a personal information management program.


8.2
Find, view, and share information using other software applications and e-mail messages.
Performance Standards: Evidence Standard Is Met

The student

· Organizes folders to be used in the personal information management program.

· Creates and modifies appointments, meetings, and events.

· Attaches files to items.

· Creates and modifies a personal signature for messages.

· Modifies e-mail message settings and delivery options.

· Creates and edits contacts.

· Accepts, declines, and delegates tasks.

· Updates, cancels, and responds to meeting requests.

· Customizes calendar settings.

· Creates, modifies, and assigns tasks.

· Creates and modifies distribution lists.

· Links contacts to other items.

· Creates and modifies notes.

· Organizes items; organizes items using folders.

· Searches for items.

· Saves items in different file formats.

· Integrated Project: Create a schedule of meetings to introduce the new employee handbook and/or Policies and Procedures Manual for a company. Contacts should be created for each of the various departments in the company. A distribution list should be created to identify persons attending each meeting so that all company personnel are exposed to the new changes.

Sample Performance Task

· Create a daily schedule of classes using the school’s writing lab for the school librarian. All classes/groups using the lab must be scheduled through the library. The lab is open form 7:00 a.m. to 4 p.m. Monday through Friday during school. It is reserved on Tuesday and Thursday from 9:00 a.m. to 10:30 a.m. for the Creative Writing class throughout the first semester. In the second semester it is reserved for the Journalism class from 1:00 p.m. to 2:30 p.m. Print the schedule in weekly style.
· Integration Project: create a weekly and monthly schedule for the high school booster club. Included should be volunteer opportunities and person(s) fulfilling those duties; meeting dates; fund-raising meeting; community meetings, etc. (See Standard 1.0, 2.0, 3.0, 4.0, 5.0, 6.0, 7.0).
Integration/Linkages


Language Arts, Mathematics, Computer Science, Policy Commission for Business and Economic Education, SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Future Business Leaders of America, Delta Pi Epsilon, Industry Standards, Work Keys, WC3 Users Interface domain and National Educational Technology Standards (NETS)

Standard 9.0


The student will maintain safety, health, and environmental standards, and address ergonomic concerns.
Learning Expectations

The student will:


9.1
Examine Internet security and computer crime.

9.2
Explore data security.

9.3 
Examine ergonomic practices which prevent injuries.

9.4
Establish and maintain a safe and healthy work environment.

Performance Standards: Evidence Standard is Met
· Establishes and maintains a safe and healthy work environment.

· Completes a safety inspection evaluating possible fire, electrical, and ergonomic hazards.

· Passes with 100% accuracy a written safety examination.

· Maintains computer equipment and workspace in a safe and clean condition.
· Integration Project: In Standard 3 a company handbook and/or Policies and Procedures Manual was created with policies. Re-evaluate the safety policies to determine if these policies will allow the company to maintain a safe and healthy work environment. Research ergonomic practice in business and write a new policy addressing ergonomics. Also note whether the policies written previously did included a policy on maintaining computer equipment and workspace. If not, write a policy to cover this area.


Sample Performance Task

· Utilize Internet to research health and safety issues in a computer work environment. Compose and assemble a safety manual. Develop a presentation on right to know laws and any other laws required for safety.

· Integration Project: the high school booster club is concerned about safety in high school sports. Utilize the Internet research already completed (see above) and design a newsletter which addresses heath and safety issues in a high school sports environment. (See Standards 1.0, 2.0, 3.0, 4.0, 5.0, 6.0, 7.0, 8.0.)

Integration/Linkages


Language Arts, Mathematics, Computer Science, Policy Commission for Business and Economic Education, SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Future Business Leaders of America, Delta Pi Epsilon, Industry Standards, Work Keys, WC3 Users Interface domain and National Educational Technology Standards (NETS)

Standard 10.0*


The student will individually advance toward expert level in the technological area of choice.


(*Students must choose two areas of specialization and achieve industry certification.)

Learning Expectations

The student will:


10.1
Complete industry certification tests in at least two or more software applications.


10.2
Discuss the need for life-long learning and retraining as a result of technological changes in the work environment.


10.3
Demonstrate knowledge of articulation opportunities in post-secondary training.

Performance Standards: Evidence Standard Is Met

The student

· Designs a plan of action to achieve individual performance standards in at least two areas of specialization, i.e., word processing, spreadsheet applications, database.
· Takes a certification test in at least two areas of specialization.

Sample Performance Task:

· Develop a portfolio that demonstrates attainment of important knowledge and skills to showcase professional growth and achievements in Information Systems Management (resume, samples of student’s work, certificates, leadership activities and evaluations).

Integration/Linkages

Language Arts, Mathematics, Computer Science, Policy Commission for Business and Economic Education, WC3 Users Interface domain, SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Future Business Leaders of America, Delta Pi Epsilon, National Educational Technology Standards, Industry Standards, Work Keys and National Educational Technology Standards (NETS)

Standard 11.0

The student will develop and demonstrate human relations, leadership, self-management, and workplace management skills associated with employability.
Learning Expectations 

The student will:


11.1
Practice team-building skills by participating and interacting as a team member and leader.


11.2
Demonstrate adaptability, dependability, and responsibility and such social behaviors as tolerance, honesty, empathy, and courtesy in business and professional situations.


11.3
Apply time-management skills.


11.4
Define strong work ethic and assess self, set personal goals, and monitor progress.

11.5
Demonstrate communication skills.


11.6
Assess critical thinking and decision-making skills.


11.7
Investigate conflict resolution techniques and use these strategies appropriately in a given situation to prevent and resolve conflicts. 


11.8
Apply parliamentary procedure skills in group activities.


11.9
Examine the goals and principles of  and/or Future Business Leaders of America.

Performance Standards: Evidence Standard is Met

The student

· Role-plays negative and positive conflict resolution techniques.

· Presents a report on the various types of leaders, including a leadership test for the participants.
· Organizes a meeting at which parliamentary procedures can be taught and practiced.
· Develops slide presentation on time management.

· Practices proper parliamentary procedure skills through group activities.

· Makes an oral presentation which demonstrates effective and non-effective communication.

· Participates in  and/or Future Business Leaders of America.

· Integrated Project: Using a team approach, design and develop a performance appraisal sheet which takes into consideration the self-management and workplace management skills associated with employability.  Have each team critique each others’ work using word processing skills to edit and track proposed changes. End result should be one performance appraisal sheet agreed upon by all teams.

Sample Performance Task

· Divide the students into groups. Each group assists an elementary or middle school teacher in tutoring students in the use of the computer. Each group will develop an electronic lesson plan with graphics to be used in presenting the lesson to the middle school student.

· Integration Project: attend a booster club meeting. Write a critique of the meeting which includes (1) parliamentary procedures; (2) verbal and non-verbal communication skills; (3) conflict resolution techniques used, if any, and how effective; (4) time management skills; (5) human relations skills readily apparent throughout the meeting; and (6) various styles of leadership observed. (See Standards 1.0, 2.0, 3.0, 4.0, 5.0, 6.0, 7.0, 8.0, 9.0.)

Integration/Linkages

Language Arts, Mathematics, Computer Science, Policy Commission for Business and Economic Education, WC3 Users Interface domain, SCANS (The Secretary's Commission on Achieving Necessary Skills), National Standards for Business Education, Future Business Leaders of America, Delta Pi Epsilon,  Chapter Management Reference, Future Business Leaders of America Chapter Handbook. Industry Standards, Work Keys and National Educational Technology Standards (NETS)[image: image1.png]
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