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Career, Technical, & Agricultural Education







COURSE:  

Computer Applications I
UNIT 1: 

Introduction to Computer Applications 
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Annotation: 
This unit includes lessons on introduction to the computer applications 1 course with simple yet vital to success of students with activities such as course syllabus, safety test, and student contract to guide students into course expectations. Students will learn internet use, terminology, and safety tips while on the internet. Impact of technology on workplace, society, and in student life will be highlighted in this unit. Time management will be taught so students can learn to be efficient workers while in course along with equipment and supplies used in the course.  

Grade(s):  
	X
	9th

	X
	10th

	X
	11th

	X
	12th


Time:  
10-14 hours 

Author: 
Misty Freeman
Students with Disabilities:

For students with disabilities, the instructor should refer to the student's IEP to be sure that the accommodations specified are being provided. Instructors should also familiarize themselves with the provisions of Behavior Intervention Plans that may be part of a student's IEP. Frequent consultation with a student's special education instructor will be beneficial in providing appropriate differentiation.
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GPS Focus Standards: 
BCS-CA1-1 
Students will understand and apply the social, legal, and ethical issues related to technology used in personal and professional endeavors.

a)
Practice respectful and responsible use of technology through abiding by the school technology and internet use policy.

d)
Explain the interaction and interdependence between humans and technology.

e)
State how changes in technology affect the workplace and society.

BCS-CA1-2 

Students will use technology as a tool to increase productivity in completing a variety of input technologies to create, edit, and publish industry appropriate documents.

a)
Become familiar with a variety of input technology tools, e.g. speech recognition, hand-writing recognition, and keying.

b)
Demonstrate appropriate handling and use of supplies and equipment.

e)
Demonstrate time-management to complete tasks in allotted time.

g)
Understand operating system and internet terminology and the basic functions of each.

GPS Academic Standards:
ELA10W2 

The student demonstrates competence in a variety of genres.

ELA10RC3 

The student acquires new vocabulary in each content area and uses it correctly.

SSCG21 


The student will demonstrate knowledge of criminal activity.

SSEF6 


The student will explain how productivity, economic growth, and future standards of 
living are influenced by investment in factories, machinery, new technology, and the 
health, education, and training of people.
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Enduring Understandings: 
In this unit the student:
· Identifies and uses vocabulary terms for understanding application of terms

· Labels and describes classroom equipment and supplies

· Reviews course syllabus, contract, and classroom expectations

· Masters class safety exam to ensure safe environment

· Examines school internet use policy
· Defines ergonomics and describe why and how elements are used in workplace
· Demonstrates understanding of time management techniques

· Models efficient worker traits. 

· Judges internet safety environments and determine methods to remain safe while using internet

· Identifies and define acronyms used online while chatting, texting, or instant messaging
· Becomes familiar with FBLA and reasons to join and receive membership benefits. 

· Integrates internet skills while searching for factual knowledge
· Organizes thoughts to reflect logical, positive, and tactful thinking 
· Presents ideas on technology changes from past, present, and in future workplace uses
· Writes about impact technology has on humans
· Defines elements of operating systems and input technology available in workplace
Essential Questions: 
•
Why is taking Computer Applications essential to success? 

•
What equipment and supplies are available for me to use in this classroom?

· What computer skills do you have that will enhance learning in computer applications? 

· What can I do to be safe on the internet at home and at school? 

· What is FBLA and how does FBLA relate to this course? Why should I join FBLA? 
· How does the internet work in my life? 

· How do the changes in technology affect a workplace? Society? 

· Why do I need to understand the elements of the operating system? 

Knowledge from this Unit:  
· Vocabulary for computer applications 

· Safety in the classroom

· School internet use policy
· Ergonomics in the workplace
· Time management techniques

· Efficient worker traits
· Internet safety 

· Online acronyms 

· FBLA basic facts
· Technology changes from past, present, and future workplace uses
· Impact technology on society and workplace
· Operating systems and input technology 
Skills from this Unit:  
•
Identify equipment and safety standards 

· Apply class rules and expectations in everyday activities

· Demonstrate time management techniques while acting as an efficient worker while completing assigned projects
•
Explain ergonomics and application and importance in everyday work
· Visually display individuality 

· Search and identify internet safety tips

· Participate in class discussions

· Engage in FBLA activities

· Illustrate reasons for joining FBLA

· Summarize with age-appropriate grammar and spelling format changes in technology over student life span
· Identify and explain operating system function through visual aid and incorporate technology input tools 
· Work as team member to complete project(s)
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Assessment Method Type: 
	
	Pre-test

	
	Objective assessment - multiple-choice, true- false, etc.

	
	__ Quizzes/Tests

__ Unit test

	x
	Group project

	x
	Individual project

	x
	Self-assessment - May include practice quizzes, games, simulations, checklists, etc.

	
	_x_ Self-check rubrics   

_x_ Self-check during writing/planning process

__ Journal reflections on concepts, personal experiences and impact on one’s life

_x_ Reflect on evaluations of work from teachers, business partners, and competition judges

_x_ Academic prompts

__ Practice quizzes/tests

	s
	Subjective assessment/Informal observations

	
	__ Essay tests

_x_ Observe students working with partners

__ Observe students role playing

	
	Peer-assessment  

	
	__ Peer editing & commentary of products/projects/presentations using rubrics

__ Peer editing and/or critiquing

	x
	Dialogue and Discussion

	
	_x_ Student/teacher conferences
__x Partner and small group discussions

_x_ Whole group discussions
__ Interaction with/feedback from community members/speakers and business partners

	
	Constructed Responses

	
	__ Chart good reading/writing/listening/speaking habits

__ Application of skills to real-life situations/scenarios

	
	Post-test


Assessment Attachments and / or Directions:
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•
LESSON 1:  WHAT IS THIS COURSE ALL ABOUT? LET’S GET THE PAPERWORK OUT OF THE!     

1.
Identify the standards. Standards should be posted in the classroom.
BCS-CA1-1 
Students will understand and apply the social, legal, and ethical issues related to technology used in personal and professional endeavors.

a)
Practice respectful and responsible use of technology through abiding by the school technology and internet use policy.

d)
Explain the interaction and interdependence between humans and technology.

e)
State how changes in technology affect the workplace and society.

BCS-CA1-2 

Students will use technology as a tool to increase productivity in completing a variety of input technologies to create, edit, and publish industry appropriate documents.

a)
Become familiar with a variety of input technology tools, e.g. speech recognition, hand-writing recognition, and keying.

b)
Demonstrate appropriate handling and use of supplies and equipment.

e)
Demonstrate time-management to complete tasks in allotted time.

g)
Understand operating system and internet terminology and the basic functions of each.
2.
Review Essential Question(s). Post Essential Questions in the classroom. 



•
EQ: Why is taking Computer Applications essential to success? 
3.
Identify and review the unit vocabulary. This activity may not be appropriate for the beginning of the lesson for the first day. Vocabulary is listed below, but will be used throughout lesson. Terms may be posted on word wall. Introduce students to vocabulary by talk about importance of being on the same playing field of knowledge with each unit as reasons to do vocabulary. 

Resource site: http://www.lib.berkeley.edu/TeachingLib/Guides/Internet/Glossary.html 
Glossary of internet Terminology: http://mason.gmu.edu/~montecin/netterms.htm 
	Search
	Hyperlink
	Online

	Wifi
	Band width
	Internet

	World wide web
	Online
	Web Browser

	URL
	Web Server
	Refresh

	Blog
	Internet Service Provider (ISP)
	Bookmarks

	Browse 
	Cache
	Cookie

	Download
	Host
	Domain Name

	Antivirus
	Cybercrime
	Downloading

	Encryption
	Hackers
	Online Storage

	Phishing
	Shareware
	Security Patches

	Trojan Horse Virus
	Worm
	


4. Interest approach – Mental set

Welcome students to class! Stand at the door and greet each student as they enter. 
A. Once class begins take roll while identifying students by their name. Hand out an Anticipation Guide for Computer Applications for students to complete. Explain this is just what they “think” the rules and expectations of the class will be. Sample copy provided in resources of Anticipation Guide, but be sure to add/delete/edit as appropriate for your specific classrooms. The purpose of the Anticipation Guide for Computer Applications is a way for students to review the expectations, guidelines, and rules of the course before the teacher conducts class discussion. (Used in place of reading the syllabus—edit Anticipation Guide for Computer Applications to highlight all the items on the syllabus).  Students should complete the Anticipation Guide for Computer Applications and Teacher should then go over the handout with the class making sure each student has the right answer and understands related “rules” covered. 

Alternative Activity is to provide students with Syllabus Notes and Syllabus and have students complete them. This activity is a way for students to be accountable for reading the high points on the syllabus and writing the answers. Examples provided in resource section of lesson plan. 

5. 
Provide students a copy of the course syllabus and student contract or Class Rules and Parent/Student Agreement.  Sample of each available with lesson plan but be sure to add/delete/edit as appropriate for your specific classrooms/school requirements. Have students read through student contract and initial at the end of each line. Instruct students to take paper home for parent signature and return tomorrow. 


6. 
Provide students with Grade Sheet for Notebook handout. Students are encouraged to keep a copy of all grades throughout the semester. Sample form provided in resources for this lesson. 


7. 
Hand out students a copy of the Georgia Performance Standards for their notebooks. 


8. 
Pass out the Parent Permission Form for permission for student to have signed and returned to teacher, example copy provided in resources. 

9. 
Teacher may opt to use the Self operating classroom model. Example is included in resources. 

•
LESSON 2: WHERE ARE YOU?     

1.
Review Essential Questions. Post Essential Questions in the classroom. 


•
EQ: What equipment and supplies are available for me to use in this classroom? 

2.
Teacher begins the game by stating name and the piece of equipment on the index card. With piece of tape, place the index card on the piece of equipment or supply. Students then each take a turn saying name and reading equipment or supply item from their card. NOTE: Teacher will need an index card for each student in the class plus one for teacher to use as example. See Equipment Index Card sample attached with this lesson. Printed on card stock, cut, laminated, and saved to use with each class. As students are presenting each topic, teacher should review the Safety Test for each item. While discussing the equipment, supplies, and layout of the classroom, teacher should be sure to cover all items on the Safety Test. 
3. Have students take Safety Test for classroom. 100% on the safety test by 100% of the students is expected. 


4. Now that students know the location of equipment and supplies in the class, demonstrate how to turn on computers, enter password and access word processing program. 


5. Ask students if they can remember everyone’s name. Probably not, so we need name plates just like an office setting has a name plate on employee’s desk. Depending on how well students listened to the discussion about equipment and supply location; they should be able to complete the Name Plate activity. Inform students this is opportunity to show what they can do independently. Student instruction sheet and example provided with this lesson.  This project shows the teacher the skills students are entering course with! 
•
LESSON 3:  WHO ARE YOU?     

1.
Review Essential Questions. Post Essential Questions in the classroom. 


•
EQ: What computer skills do you have that will enhance learning in computer applications? 

2. Have students watch the video Ergonomics at Work from the site http://video.about.com/ergonomics/Ergonomics-at-Work.htm  then complete the handout Pain in the Neck. 
a.  Other links for Ergonomics: www.medword.com/ergonomics.html ; www.proergo.com ; http://www.mmm.com/ ; www.pp.okstat.edu 

3. Teacher Guided Discussion on Time Management and being an Efficient Worker (student). Use the Rules about Time Management resource with this lesson as a guide for discussion on being an efficient worker. Have students complete the Where Does the Time Go? personal survey.  

4. As a way of demonstrating time management, give the students 5 minutes, (PowerPoint Timer provided as resource) to complete the Get to Know Your Classmates Activity. 
5. Students need an opportunity to present themselves to their teacher.  Depending on resources, supplies, time, and teacher choice, have the students complete an activity that reveals themselves to class as well as their computer skills and interest to the teacher. Review each of the sample activities to decide which is best for your students and the time available for this activity. 
•
Option 1: “Who I am?” Collage—Resource with this lesson
•
Option 2: Coat of Arms—Resource with this lesson
•
Option 3: Autobiography—Resource with this lesson
•
LESSON 4:  ARE YOU SAFE? INTERNET SAFETY BASICS    

1.
Review Essential Questions. Post Essential Questions in the classroom. 



•
EQ: What can I do to be safe on the internet at home and at school? 

2. Have students watch the video clip online "Tracking Teresa" on http://www.netsmartz.org/resources/reallife.htm#realteresa to see how easily the information one reveals on the internet can be exploited. Resources available at the site for high school teachers. 


3. Have students use the internet to research 10 Internet Safety Tips for high school freshman.  Have them write down the Top 10 internet Safety tips on paper. 
 Resources to use: 
http://safekids.ne.gov 
http://www.fbi.gov/kids/k5th/safety2.htm   
http://www.safekids.com/kidsrules.htm

http://www.learnthenet.com/english/section/protect.html 
http://www.onguardonline.gov/tools/learn-terms.aspx   

4. 
When chatting online, texting, or instant message, students use acronyms.  The Missing and Exploited Children’s website provides a detailed list of these. Challenge the students to write a note on paper to a partner using only online acronyms.  Not all students will know what these mean, so have a resource available to them. http://www.missingkids.com/adcouncil/pdf/lingo/onlinelingo.pdf is just one site to use. When you use of this lesson plan, updated acronyms will be on this site. 


5. Lead a discussion on what acronyms are and why they are used. What are dangers in them? What level of knowledge do your parents have? Teachers?  Discuss how, with WIFI, online capabilities are possible without parental controls.


6. What level of control do school systems have regarding using the internet? What about places of business? Have a copy of the county or school internet use policy available for students. Through group discussion, talk about why internet at school (purpose is for educational research) and rules governing use of internet in classroom (specific classroom rules; i.e. no games, no music, no _______). Discuss policy on games, music, videos, and consequences of inappropriate use. 

•
Option: Great place to interject school official or county technology person as a guest speaker to reinforce policy and rules of internet use. 


7. Whole class activity and discussion: Class list of the most popular Internet Safety Tips.  Call on students to give you one of the tips on their list. Write it on the board (or type on projected screen). If the students have this tip on their list, check it off. Discuss why it is a safety tip. Move to next student and continue with pattern until class has generated a complete list of safety tips. 

•
Options: have students create flyer style list of safety tips to place in notebook cover, hang 
around building, or put magnetic tape on the back to place on lockers. Place examples of internet 
safety tips in classroom. 
•
Students can be divided into partners to for each partner set to create a poster (or half-sized poster or computer generated paper) on 1 safety tip including clip art and resources. Items can be combined to make bulletin board or hung around school or classroom to educate all students on internet safety. 

8. When students are finished, have them take the online quiz to test their internet safety knowledge. This is an online site to use but more available through search. 
http://www.safekids.ne.gov/survey/pk_survey.php
•
LESSON 5:  FBLA IN THE CLASSROOM   

1.
Review Essential Questions. Post Essential Questions in the classroom. 


•
EQ:  What is FBLA and how does FBLA relate to this course? Why should I join FBLA? 
2. Introduce Students to FBLA by showing recruitment video. Several videos are available on the national FBLA site http://fbla-pbl.org/  or show the locally developed video/pictures from your chapter. Look at the boxes at the bottom and join! Recruitment video listed there. Another option is to Google “FBLA Recruitment Video” to locate a sample video to use. 
•
Option: Great place to have local officers talk about FBLA to your class. 


3. Provide students member applications to take home to their parents, brochures about activities, and discuss the benefits of joining FBLA! Reinforce the co-curricular aspect of FBLA with Computer Applications! A sample is provided through Chapter Materials from any State Office, Local Advisor, or on the internet. 


4. Integrate the internet skills and FBLA by allowing the students to learn a little about FBLA by completing the FBLA Scavenger Hunt. Samples are provided through Chapter Materials from State Office or example provided in resources for this lesson. Be sure to check all links and time sensitive information. 
•
LESSON 6:  TECHNOLOGY TEN YEARS AGO AND TEN YEARS FROM NOW    

1.
Review Essential Questions. Post Essential Questions in the classroom. 


•
EQ:  How do the changes in technology affect a workplace? Society? 
2. Have students complete the Technology Past, Present, and Future worksheet in the resources section of this lesson. 

3. After students complete the worksheet, ask students to give example. Then discuss if it is a positive or negative impact on the workplace and in society. 

•
LESSON 7:  INTERNET: CAN YOU SPEAK THE LANGUAGE    

1.
Review Essential Questions. Post Essential Questions in the classroom. 


•
EQ:  How does the internet work in my life? 

2. Now that you have thought about the impact technology has on your life and in the workplace, think about the internet. If you were to engage in describing how the internet impacts your life, could you talk the talk? After the students complete the internet vocabulary definitions, have students write a newspaper article that tells a story and uses the vocabulary. Refer to the resource for this unit: Internet Word Splash. Students will write a newspaper article that incorporates the vocabulary into a newsworthy story! 
•
LESSON 8:  HOW DOES IT WORK?  COMUTER OPERATING SYSYTEMS    

1.
Review Essential Questions. Post Essential Questions in the classroom. 



•
EQ:  Why do I need to understand the elements of the operating system? 
2. Knowing how the internet works is great, but how does the computer that you are using work? Explain that operating systems are a means to interact with the computer in a meaningful way. Compare and contrast the operating systems: Vista, Windows XP, OS. Resource document: Operating Systems provided with this unit. Note to teacher: may need to be updated based on new releases in technology world.
•
Now that you know the most popular operating systems, how does the operating system really work? Complete the operating Systems worksheet to understand the elements (layers) of the operating system. 


•
ATTACHMENTS FOR LESSON PLANS

•
Anticipation Guide for Computer Applications

· Course Syllabus 
· Syllabus Notes
· Student Contract 
· Class Rules and Parent Student Agreement
· Self-operating Classroom 
· Rules About Time Management
· Where Does the Time Go?
· Get to Know Your Classmates 
· Powerpoint Timer
· Equipment and Supply Index Cards
· Safety Test
· Name Plate
· Name Plate Example

· Pain In the Neck 
· Coat of Arms Project
· “Who Am I?” Activity
· Autobiography
· FBLA Internet Scavenger Hunt

· Grade Sheet for Notebook

· Student Information Guide
· Parent Permission Sheet
· Technology Past, Present, and Future
· Internet Word Splash Sheet
· Operating Systems
•
NOTES & REFLECTION: 

One of the most important aspects of this lesson is to be prepared with accurate information. All the information and resources used throughout this lesson should be adapted to meet specific classroom needs. Updates in technology should be kept in mind when using lessons. 
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Culminating Unit Performance Task Title: Computer Applications Poster Pack

Culminating Unit Performance Task Description/Directions/Differentiated Instruction: 
Working with a partner or in groups of 3, each group should create a Poster Pack! This Poster Pack will be comprised of at least 3 different posters around themes of their choice. The first poster must be about FBLA--this is required! Other topics to choose 2 other posters from include: internet safety, time management, operating systems, Internet Language, the affect of technology in workplace or in society,  or classroom expectations! 
Posters may not be a replica of the notes taken in class word for word, but should illustrate each topic. Groups will present posters to class with a simple 1 minute explanation.  Posters will be displayed either in class or around the school. 

Outline of Project: 

1. Teacher should introduce the project to the students (teacher could show pre-purchased posters for student ideas or even pictures captured from the internet to spark ideas for students). Student handout and rubric for assessment should be provided to students. Overview of supplies provided for this project should be provided to students with the option for students to bring additional items from home, but not required. 

2. Students are assigned or allowed to choose groups (choosing groups will make students more comfortable in the beginning of the class and allow the teacher to interpret the class dynamics). 

3. Students should create an outline on how to accomplish group project, making sure everyone has a job to complete and the estimated time allowed for each project. 

4. Allow students time to complete project in class with set date and time of presentations established for the project group. Move through the class monitoring groups while learning names/personalities and interjecting ideas for success while groups work. 

5. Have students complete rubric for group work and project work. 

6. Allow groups to present posters to class and provide quick 1 minute talk about contents. Teacher should grade posters with rubric when presented and ask questions if elements are missing.

7. Have students hang posters in assigned locations. 

Note to teacher: Poster can be actual full size poster board, ½ sheet of poster board or even large construction paper. Students should have access to markers, colored paper or construction paper, scissors, and glue for this project. 

Project work in this class requires students to manage time, know the equipment and supplies, be an efficient worker, and to use the internet with safe guards in place. Therefore, students will work with partner or in a group to develop poster pack of unit knowledge. 
Attachments for Culminating Performance Task: 
•
Student Handout and Project Rubric: Poster Pack 
[image: image7.jpg]% UNIT RESOURCES





Web Resources:
· http://www.lib.berkeley.edu/TeachingLib/Guides/Internet/Glossary.html
· http://mason.gmu.edu/~montecin/netterms.htm
· http://video.about.com/ergonomics/Ergonomics-at-Work.htm
· http://www.netsmartz.org/resources/reallife.htm#realteresa
· http://safekids.ne.gov http://www.fbi.gov/kids/k5th/safety2.htm
· http://www.safekids.com/kidsrules.htm
· http://www.learnthenet.com/english/section/protect.html 
· http://www.onguardonline.gov/tools/learn-terms.aspx
· http://www.missingkids.com/adcouncil/pdf/lingo/onlinelingo.pdf 
· http://www.safekids.ne.gov/survey/pk_survey.php
· http://fbla-pbl.org/
· http://www.computerhope.com/os.htm#01
Materials & Equipment: 
· Index cards or card stock

· Poster board
· Colored paper or construction paper

· Markers

· Glue or rubber cement

· Scissors

· Cardstock

· Projector

· Student computers

· Internet Access

· Tape or stapler

21st Century Technology Used: 
	x
	Slide Show Software
	
	Graphing Software
	
	Audio File(s)

	
	Interactive Whiteboard
	
	Calculator
	x
	Graphic Organizer

	
	Student Response System
	x
	Desktop Publishing 
	
	Image File(s)

	
	Web Design Software
	
	Blog
	x
	Video

	
	Animation Software
	
	Wiki
	
	Electronic Game or Puzzle Maker

	
	Email
	x
	Website
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