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COURSE:  

Computer Applications 2
UNIT 10: 

Communications
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Annotation: 
In this unit students will use technology as a tool in the workplace.  They will use different pieces of technology appropriately and effectively to increase productivity.  Students will also learn about finding resources for research that are both appropriate and unbiased.  The unit will end with students working in groups of three or four on a project where they must use technology in their own imagined business.

Grade(s):  
	X
	9th

	X
	10th

	X
	11th

	X
	12th


Time:  
7  hours
Author: 
Dawn Squires
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. Having a copy of the students’ testing accommodations effectively informs the teacher of needed changes for students with disabilities effectively informs the teacher of needed changes for all tests.  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.
Reducing, shortening, or modifying assignments due to disability issues will be determined on a case by case basis.  Individual assistance opportunities will be provided as needed.   

Individual assistance opportunities provided as needed.  Students will learn to develop and plan independent of note skill techniques.  Students are required to be creative and descriptive in problem-solving skills.

All learners will be provided the strategies to maximize their learning potential.  Students who are gifted in areas will be challenged to stretch their thought processes.  Students with disabilities will be challenged and assisted to develop and expand skills as well.

Students will be provided guided practice, independent practice and peer support.  Order of problem resolution skills:  Refer to text, utilize Help button, ask a neighbor, ask the instructor.  When administering peer tutoring, do not touch your neighbor’s mouse.
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GPS Focus Standards: 
BCS-CA2-1
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)
Integrate a variety of input technology tools, e.g. digital camera, scanner, speech recognition, hand-writing recognition, keying. 

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

c)
Apply appropriate use of editing tools, e.g. spell check, thesaurus, find and replace, grammar, and hyphenation. 

d)
Demonstrate the use, movement, and display of a variety of icons, toolbars, and the task pane. 

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

f)
Utilize print options. 
BCS-CA2-6
Students will utilize appropriate methods to collaborate, publish, and interact with peers, teachers, experts, and other audiences
a)
Use appropriate technology to plan, develop, edit, and present material to different types of audiences, e.g. paper, web page, multimedia presentation, publications, speech, and hypermedia. 

b)
Use technology to enhance the effectiveness of communication by identifying appropriate and non-biased resources. 

GPS Academic Standards:
ELA11W2
The student demonstrates competence in a variety of genres.
ELA11LSV1 
The student participates in student-to-teacher, student-to-student, and group verbal interactions. 
ELA11LSV2 
The student formulates reasoned judgments about written and oral communication in various media genres. The student delivers focused, coherent, and polished presentations that convey a clear and distinct perspective, demonstrate solid reasoning, and combine traditional rhetorical strategies of narration, exposition, persuasion, and description.

SCSh6

Students will communicate scientific investigations and information clearly.
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Enduring Understandings: 
•
Collaborating, publishing, and interacting with peers, teachers, experts, and other audiences are methods of communicating.
•
Non-biased resources should be used in effective communication.

Essential Questions: 
•
How do I handle and use supplies and equipment.
•
Why is it important to evaluate the source and validity of the information found on a website?
•
How can persons or groups of persons collaborate in completing projects, planning, editing, etc.? 
•
How does one collaborate and share work with multiple people?  
•
How does collaboration facilitate completion of a group project?
•
 How are software applications integrated to create a travel project?

Knowledge from this Unit:  
Students should be able to:
•
Identify appropriate software applications that may be utilized to complete specific documents.
•
Utilize plan to develop, edit, and present material to different types of audiences.
•
Identify appropriate, non-biased resources.
Skills from this Unit:  
Students should be able to:
•
Operate software applications
•
Critique and evaluate resources
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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   

__ 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

__ Academic prompts

__ Practice quizzes/tests

	x
	Subjective assessment/Informal observations

	
	__ Essay tests

_x_ Observe students working with partners

__ Observe students role playing

	x
	Peer-assessment  

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

_x_ 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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Instructional planning: 
•
LESSON 1:  SUPPLY AND EQUIPMENT HANDLING

1.
Identify the standards. Standards should be posted in the classroom.
BCS-CA2-1
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)
Integrate a variety of input technology tools, e.g. digital camera, scanner, speech recognition, hand-writing recognition, keying. 

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

c)
Apply appropriate use of editing tools, e.g. spell check, thesaurus, find and replace, grammar, and hyphenation. 

d)
Demonstrate the use, movement, and display of a variety of icons, toolbars, and the task pane. 

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

f)
Utilize print options. 
BCS-CA2-6
Students will utilize appropriate methods to collaborate, publish, and interact with peers, teachers, experts, and other audiences
a)
Use appropriate technology to plan, develop, edit, and present material to different types of audiences, e.g. paper, web page, multimedia presentation, publications, speech, and hypermedia. 

b)
Use technology to enhance the effectiveness of communication by identifying appropriate and non-biased resources. 

2.
Review Essential Question(s). Post Essential Questions in the classroom. 



•
How do I handle and use supplies and equipment?
3.
Interest approach – Mental set


Ask students what they do when the printer is out of paper, has a jam, or says to replace the toner cartridge.  (Most call the instructor.)
4.
In small groups at the copier and printer, demonstrate:

•
Proper way to replace paper.


•
Proper way to remove a paper jam – stress that the paper should never be pulled in the opposite direction of the paper flow through the machine.


•
Proper way to open printer and copier

· Proper way to remove and replace toner cartridges

-
Stress comparison of new toner cartridge with printer for compatibility.

-
Explain to them that the individual particles of toner are custom designed for specific printers.  Sizes can range from ground powder to the size of pellets.  The wrong type of toner can damage the printer.  Extreme heat is used to bond the toner to the paper.

•
Proper way to rotate toner cartridges before inserting in the machine.


•
In the plotter, demonstrate proper way to align the paper.

•
Familiarize students with the location of paper supply in classroom.

•
Demonstrate proper disposal of toner cartridges
-
Place in plastic bag replacement toner cartridge came in.

-
Best to recycle the toner cartridges.

-
Point out that some companies include a free shipping label to return the cartridge to the manufacturer.


•
Caution students about safety hazards of loose clothing getting caught in moving equipment – ties in rollers of printers/copiers; etc.

6.
Collect an assortment of toner boxes from other instructors/office personnel and/or technology folks.  Be sure to have at least one box the represents the correct toner for the printer/copier.  Use the boxes for display.  Provide students with a list of the brands and toner cartridge number.  Have students select the proper toner for the printers and copiers. Students may need to utilize the Internet to ascertain the correct replacement toner for the copier.  Use this activity as a means of checking off students to demonstrate knowledge of selecting correct toner for machines.
7.
While students are completing the toner assignment in step 6 above, pull a small group of students to a printer/copier.  Use the Handling and Use of Supplies and Equipment Check sheet to check students off on skills.
8.  Demonstrate proper, safe usage of paper cutter, folder, and booklet maker.  Demonstrate to students safety devices on the equipment.  Using a check sheet, assess students using paper cutter, folder, and booklet maker properly and safely. 

•
LESSON 2:  IDENTIFYING APPROPRIATE, NON-BIASED RESOURCES 

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


•
Why is it important to evaluate the source and validity of the information found on a website?
2.
Have students brainstorm a list of criteria that make a Webpage useful for research. Use the graphic organizer.

•
Title

•
Author

•
Date of creation

•
Date of update

•
Source of information

•
Contact or e-mail address

•
Layout of page

•
Ease of use

•
Fast to load, etc.. 

3. 
Using 5W’s Handout and 5W’s Example and review.  Discuss importance of credibility of author and information on the webpage.
4.
Utilize Kathy Shrock’s lesson plan found at:  http://kathyschrock.net/eval/index.htm to gain step-by-step instructions and handouts for this lesson.

•
LESSON 3:  ONLINE COLLABORATION

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



•
How can persons or groups of persons collaborate in completing projects, planning, editing, etc.? 
2.
Lead students in a discussion of past group projects and how they could have been improved?  Direct students specifically towards means of sharing documents, etc.
3. 
Demonstrate to students how using Google Docs can improve distribution and collaboration.
4.
Also demonstrate to students the use of Google Wave for real-time collaboration and sharing of documents.

5.  
Ticket out of the Door:  Have students write a paragraph discussing ideas for using Google Docs or Google Wave and their uses for collaboration.
•
LESSON 4: COLLABORATING, SHARING, AND RESEARCHING FOR A PROJECT 

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



•
How does one collaborate and share work with multiple people?  
2.
Explain to students that they will be completing a travel project.  See Curric-Google Docs for instructions.  Explain and review the evaluation tool:  Curric-GoogleDocsRubrics.
3. 
Provide students with copies of the Group Project.  Review criteria for project.  Monitor collaboration and progress toward goal.
4.
Summarizing strategy for each day students are working on the project:  Ticket Out of the Door:  What difficulties did you encounter while working on the project?  How could these differences/difficulties have been avoided or how were they resolved?  What skills did you find that you were lacking to complete the project?  What steps did you take to resolve the skills problem?
•
LESSON 5:  GROUP PROJECT – USING A COMPUTER TO RUN A BUSINESS

1.
Review Essential Question.  Post Essential Question in classroom.


•
How does collaboration facilitate completion of a group project?

2.  
Explain to students that they will be running a business as a group project.  Provide students with copies of Group Project instructions/rubric.  Review it with students.  Place students in assigned groups or utilize grouping method of your choice.

3.
Provide students with a due date.  Discuss with students skills needed to complete the tasks within the time frame allowed.  (staying on task, etc.)

LESSON 6:  INTEGRATED PROJECT

1.
Review Essential Question.  Post Essential Question in classroom.



•
How are software applications integrated to create a travel project?

2.  
Provide students with copies of IntegratedProject3 which includes instructions and rubric for assessing work.  Review criteria with students and provide them with a deadline.  Explain that students will be using various software applications to address different audiences.  

3.
The project states that InDesign will be utilized to create some of the criteria.  If InDesign is not available, Publisher may be substituted.

•
ATTACHMENTS FOR LESSON PLANS


•
5W’s Handout

•
5W’s Example

•
Group Project

•
Curric-Google Docs

•
Curric-GoogleDocRubric


•
IntegratedProject3
•
NOTES & REFLECTION: 

This unit is one that utilizes skills learned in Computer Applications 1 by focusing on applying communication and collaborating skills and utilizing appropriate means for communicating with peers, teachers, etc.
There is no objective test for the unit.  Skills are the main subject of these lessons.  You may use one of the website evaluations as a means of assessing skills of selecting appropriate, non-biased resources.

Additionally, attached is another project in which the students will be creating tasks designed to target specific audiences.  They will be utilizing technology to plan, develop, edit and present material to different types of audiences as directed by the standards.  The project is CA2Integrated Project3.pdf.
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Culminating Unit Performance Task Title: 
The Group Project – (Using a Computer to Run a Business) will serve as the performance assessment for this unit.
Culminating Unit Performance Task Description/Directions/Differentiated Instruction: 
Students will work in groups to complete the assignments for operating a business using a computer.
Attachments for Culminating Performance Task: 

•
Group Project 

•
Group Project Rubric
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Web Resources:
•
Group Project – Using a Computer to Run a Business:  http://bigelow.afsc.k12.ar.us/faculty/balducci/BusinessEd/lessonplans.htm
•
Evaluating  Website:  http://kathyschrock.com/abceval/index.htm

•
Google Docshttp://www.nde.state.ne.us/BMIT/Curriculum/itapplications.html
•
Google Docs Rubric:  http://www.nde.state.ne.us/BMIT/Curriculum/itapplications.html
•
CA2IntegratedProject3.pdf:  http://lrbusinessed.com/
Materials & Equipment: 
21st Century Technology Used: 
	
	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
	x
	Blog
	
	Video

	
	Animation Software
	
	Wiki
	
	Electronic Game or Puzzle Maker

	x
	Email
	x
	Website
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