St. Joan of Arc Secondary School
Business

Information and Communication Technology in Business                  
Course Description:
	Information and Communication Technology in Business: Grade 9, Open 
	      BTT10

	This course introduces students to information and communications 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 web 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.



Course Evaluation:
Term Weight 70%
	Category
	Assessment/Evaluation
	Weighting (%)

	Knowledge/Understanding
	Tests, Quizzes, Assignments
	20

	Thinking/Inquiry
	Tests, Assignments, Projects
	15

	Communication
	Homework, Notebook, Tests, Group-work, Assignments
	15

	Application 
	Tests, Assignments
	20


Final Weight 30%

	Category
	Assessment/Evaluation
	Weighting (%)

	Final Exam
	Thinking & Inquiry, Knowledge and Understanding, Application, Communication
	20

	Culminating Assessment
	Knowledge and Understanding, Application, Communication
	10


Units Of Study:

	Unit
	Title
	Duration (Hours)

	1
	Digital Literacy
	20

	2
	Productivity Software
	40

	3
	Design Software
	30

	4
	Business Communications
	15

	5
	Ethics and Issues in Information and Communications Technology
	Ongoing +5


Policy:

	Late/Missed Summative Assignments

	All assignments are to be submitted ON or BEFORE THE DUE DATE AND TIME as specified by the course teacher.

A major assignment (one which gives evidence of a significant number of ministry course expectations) not handed in on the due date will receive a maximum penalty of 10%.

A mark of zero will be given if the assignment is handed in after the closure date, unless extenuating circumstances prevail, as determined in consultation with the school administration. 

Work will be assessed and returned with comments. Any presentations or performance tasks that are missed because of an unexcused absence will be assigned a zero for that portion of the assignment.

A mark of zero will automatically be assigned for any test, quiz or assignment for absences due to truancy.
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