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	1. SIdentify school policies, program policies, and procedures related to Computer Discovery.
	b. SPreview course objectives and program policies.
	2. SDiscuss ethics and quality assurance.
	a. SDiscuss ethics and quality assurance in relation to computer applications.
	b. SDiscuss ethics and quality assurance in the educational environment.
	c. SDiscuss ethics and quality assurance in the occupational environment.
	3. SDiscuss educational, occupational, and leadership opportunities.
	4. SRecognize the importance of computer literacy in today's job market.
	5. SExplore the philosophy of the school-to-careers initiative.
	1. SIdentify school policies, program policies, and procedures related to Computer Discovery.
	2. SDiscuss ethics and quality assurance.
	a. SDiscuss computer applications relating to ethics and quality assurance such as copyright laws, piracy, privacy, public domain, unauthorized access, etc.
	b. SDiscuss ethics and quality assurance in the educational environment such as plagiarism, cheating, stealing, time management, punctuality, leadership, etc.
	c. SDiscuss ethics and quality assurance in the occupational environment such as having a guest speaker discuss workplace confidentiality, integrity, honesty, punctuality, and cooperation.
	3. SDiscuss educational, occupational, and leadership opportunities.
	4. SRecognize the importance of computer literacy in today's job market.
	a. SDiscuss the portfolio which will be compiled during the year.  Examine samples of student work to be kept in the portfolio.  Provide a checklist which will be used to evaluate the portfolio.
	b. SDifferentiate between an across-the-curriculum integration project and a software integration project. Examine samples of both types of projects.
	5. SExplore the philosophy of the school-to-careers initiative.
	a. SClass discussion of student’s perception of school-to-careers.
	b. SParticipate in a school-to-careers activity such as job fair, shadowing/mentoring, “go to work with a parent day,” etc.
	1. SIdentify school policies, program policies, and procedures related to Computer Discovery.
	2. SDiscuss ethics.
	a. SOral or written test.
	b. SOral or written test.
	c. SObservation/Participation.
	3. SDiscuss educational, occupational, and leadership opportunities.
	4. SRecognize the importance of computer literacy in today's job market.
	a. STeacher observation/checklist.
	b. STeacher observation.
	5. SExplore the philosophy of the school-to-careers initiative.
	a. STeacher observation.
	b. STeacher evaluation of chosen activity.
	3. SExplore career interests using the cluster areas as related to Computer Discovery.
	1. SExplain basic computer usage.
	a. SUsing the IPSO Cycle, describe and present the basic components of a computer system.  Identify each component, and have the student point out the various components and discuss their uses.  Label a diagram.
	b. SDefine terminology related to the computer system such as input, monitor, CPU, mouse, keyboard, disk drive, printer, hardware, software, RAM, ROM, GUI, file, byte, bit, folder, files, tool tips, etc.
	c. SBrainstorm the ways computer applications may be utilized in math, science, and communications.
	2. SPerform basic computer operations related to computer usage.
	a. SDescribe and employ precautions and care of computer systems.
	b. STeacher modeling of setting up a computer system.  Student diagram of computer set-up.
	3. SExplore career interests using the cluster areas as related to Computer Discovery.
	1. SExplain basic computer usage.
	a. STeacher observation and grade diagram.
	b. SWritten test.
	c. SClass participation.
	2. SPerform basic computer operations related to computer usage.
	a. STeacher observation/checklist.
	b. STeacher observation and grade diagram.
	3. SExplore career interests using the cluster areas as related to Computer Discovery.
	1. SPerform basic Windows applications.
	b. SUse menus, icons, and keyboard shortcuts to manipulate a window.
	c. SCreate directories/folders.
	1. SPerform basic Windows applications.
	a. SDefine terms associated with Windows applications, e.g., click, double click, click and drag, GUI, pull-down (drop-down), window, minimize and maximize, restore, icon.
	b. SDemonstrate the use of menus, icons, and windows to perform operations.  Students perform the operations as an activity.
	c. SDemonstrate creation of directories/folders.
	1. SPerform basic Windows applications.
	a. SVocabulary test.
	b. SPerformance test.
	c. STeacher observation.
	1. SPerform basic keyboarding applications.
	1. SPerform basic keyboarding applications.
	a. SIdentify the alphanumeric keys and reaches.  Correctly key by touch dictation exercises, conditioning practices, software exercises, and 3-minute timed-writings at a minimum speed of 20 net words a minute (nwam) by the end of the first semester an...
	b. SIdentify the numeric keys and reaches.  Correctly key by touch the conditioning practices and software exercises.
	1. SPerform basic keyboarding applications.
	b. SPrint and evaluate lesson reports and timed-writings for speed and accuracy.
	2. SUtilize basic word processing skills to create business correspondence .
	a. SGenerate a hard copy of a memo and a letter following an accepted business format.
	b. SApply word processing applications to related academic skills in math, science, or communications.
	c. SApply word processing applications in the cluster areas.
	3. SFormat and print a research paper following accepted referencing format (MLA/APA).
	1. SPerform basic word processing applications.
	a. SUse an activity (teacher- made, UHorizonsU, other resource material, Internet) to have the students demonstrate:

	b. SStore files and retrieve them using a floppy disk, hard drive, server drive, and/or CD-ROM.
	2. SUtilize basic word processing skills to create business correspondence.
	a. SUsing a keyboarding book, an English text, reference materials, and/or Internet sources, generate a memo and a letter in an accepted business format.
	b. SHave students apply word processing skills by typing components of science projects, book reports, etc.
	c. SHave the students produce a business letter, personal data sheet, and/or answers to sample interview questions related to each student’s career choice.
	3. SFormat and print a research paper following accepted reference formatting (MLA/APA).
	1. SPerform basic word processing applications.
	a. SPerformance assessment/grade printed copy.
	b. STeacher observation.
	2. SUtilize basic word processing skills to create business correspondence.
	a. SGrade printed copy.
	b. SGrade printed copy.
	c. SGrade printed copy.
	3. SFormat and print a research paper following accepted reference formatting (MLA/APA).
	1. SExplain basic desktop publishing applications.
	2. SPerform basic desktop applications.
	a. SUse drawing tools to create lines, circles, ovals, and rectangles.
	b. SUse text tools to create, insert, delete, replace, and move text.

	3. SCreate a desktop publishing document.
	a. SApply desktop publishing applications to related academic skills in math, science, and communications.
	1. SExplain basic desktop publishing applications.
	a. SUse presentation equipment to introduce terminology such as desktop publishing, layout, clipart, clipboard, landscape, portrait, import, font, gutter, graphics, masthead, etc.  Key in and print terminology for notebook.  Prepare for vocabulary tes...
	2. SPerform basic desktop applications.
	a. SUsing class discussion, teacher demonstration, multimedia presentation, and/or guided practices, perform use of drawing tools.
	b. SUsing class discussion, teacher demonstration, multimedia presentation, and/or guided practices, perform use of text tools.
	c. SUsing class discussion, teacher demonstration, multimedia presentation, and/or guided practices, perform manipulation of graphics.
	d. SUsing class discussion, teacher demonstration, multimedia presentation, and/or guided practices, import graphics and text.
	3. SCreate a desktop publishing document.
	a. SUsing drawing tools, text tools, manipulation, and importing of graphics and text, the students will create a desktop publishing document related to academic skills (election poster, theater ad for play/flyer, weather graph, geometric shapes and t...
	b. SUsing drawing tools, text tools, manipulation, and importing of graphics and text, the students will create a desktop publishing document related to the student’s career choice (menu, business ad, flyer, newsletter, etc.).
	1. SExplain basic desktop publishing applications.
	a. SWritten test.
	2. SPerform basic desktop applications.
	a. SPerformance assessment.
	b. SPerformance assessment.
	c. SPerformance assessment.
	d. SPerformance assessment.
	3. SCreate a desktop publishing document.
	a. SGrade completed assignment.
	b. SGrade completed assignment.
	1. SExplain basic spreadsheet applications.
	2. SPerform basic spreadsheet applications.
	1. SExplain basic spreadsheet applications.
	a. SUse presentation equipment to introduce terminology such as spreadsheet, cell, row, column, formula, function, label, value, cell address, etc.  Key and print terminology.  Prepare for vocabulary test using written activity or game.
	2. SPerform basic spreadsheet applications.
	a. SUse performance exercise to demonstrate the use of basic format commands for spreadsheets to include: copy; move; layout of rows, columns, and cells; blanking or erasing values; setting attributes; recalculating; and inserting and deleting rows an...
	b. SUse performance exercise to write formulas using the four basic arithmetic operations (addition, subtraction, multiplication, and division).
	c. SUse performance exercise to demonstrate the use of basic spreadsheet functions to include totaling rows or columns, averaging a range of cells, etc.
	3. SDevelop and graph spreadsheet data.
	a. SDevelop and graph a simple spreadsheet related to math, science, and communications (i.e. stock market, grades, temperature variations, Internet usage).
	b. SDevelop and graph a simple spreadsheet file for the career cluster areas related to the student’s career choice  (e.g., budget, sales, expenses, and inventory).
	1. SExplain basic spreadsheet applications.
	a. SWritten test.
	2. SPerform basic spreadsheet applications.
	a. SPerformance assessment/checklist.
	b. SGrade printout of formula view.
	c. SGrade printout of formula view.
	3. SDevelop and graph spreadsheet data.
	a. SGrade the spreadsheet and graph using a rubric or grading scale.
	b. SGrade the spreadsheet and graph using a rubric or grading scale.
	1. SExplain basic database applications.
	a. SIdentify terminology used with database applications.
	2. SPerform basic database applications.
	1. SExplain basic database applications.
	a. SUse presentation equipment to introduce terminology such as database, field, record, file, form view, list view, design view, etc.  Key and print terminology.  Prepare for vocabulary test using written activity or game.
	2. SPerform basic database applications.
	3. SDesign, create, and save a database file.
	d. SDevelop a simple database related to academic skills (school demographics, classroom address book, endangered species, etc.).
	e. SDevelop a simple database file for the career cluster areas related to the student’s career choice (e.g., salary, educational requirements, availability of jobs, cluster generated database, etc.).
	1. SExplain basic database applications.
	a. SWritten test.
	2. SPerform basic data management applications.
	a. SPerformance assessment/checklist.
	b. SGrade printout of database.
	c. SGrade printout of database report.
	3. SDesign, create, and save a database file.
	a. SUse rubric or grading scale to grade the database and/or report.
	b. SUse rubric or grading scale to grade the database and/or graph.
	1. SExplain telecommunication applications.
	2. SUtilize applications of telecommunications.
	3. SDiscuss the design and/or development of a web page.
	1. SExplain telecommunication applications.
	a. SUse presentation equipment to introduce terminology such as telecommunications, Internet, electronic mail, World Wide Web, facsimile, browser, search engine, netiquette, download and upload, modem, URL (uniform resource locator), http (hyper text ...
	b. SUtilize a multimedia presentation to identify the services of the Internet (World Wide Web, e-mail, newsgroups, listservs, Internet meetings, distance learning, etc.).
	c. SRefer to lesson in Unit 1 concerning ethics and Internet usage.  Review the material and apply an appropriate teacher-made activity.
	2. SUtilize applications of telecommunications.
	a. SProvide instruction in accessing and using the Internet properly.
	b. SUtilize e-mail, classroom messaging, or other forms of simulation or actual communication for the Internet.
	c. SPerform a teacher-guided web, scavenger hunt, or web search for information.
	d. SPerform searches to locate information pertaining to academic skills related to math, science, or communications (homework sites, reports, online tutorials, reference materials, maps, weather information, etc.).
	e. SPerform searches to locate information pertaining to the career cluster areas related to each student’s career choice.
	3. SDiscuss the design and/or development of a web page.
	a. SUse presentation equipment to introduce terminology such as HTML, Java, applets, frames, links, buttons, hypertext, etc.  Prepare for vocabulary test using written activity or game.
	b. SUtilize guided instruction to identify web page design and development tools such as authoring packages, etc.
	1. SExplain telecommunication applications.
	a. SWritten test.
	b. SWritten test.
	c. SStudent participation.
	2. SUtilize applications of telecommunications.
	a. STeacher observation.
	b. SChecklist.
	c. SCompletion of student activity.
	d. SCompletion of student activity.
	e. SCompletion of student activity .
	3. SDiscuss the design and/or development of a web page.
	a. SWritten test.
	b. SChecklist.
	1. SExplain telecommunication applications.
	2. SUtilize online simulation software.
	3. SDiscuss the design and/or development of a web page.
	1. SExplain telecommunication applications.
	a. SUse presentation equipment to introduce terminology such as telecommunications, Internet, electronic mail, World Wide Web, facsimile, browser, search engine, netiquette, download and upload, modem, URL (uniform resource locator), http (hyper text ...
	b. SUtilize a multimedia presentation to identify the services of the Internet (World Wide Web, e-mail, newsgroups, listservs, Internet meetings, distance learning, etc.).
	c. SRefer to lesson in Unit 1 concerning ethics and Internet usage.  Review the material and apply an appropriate teacher-made activity.
	2. SUtilize online simulation software.
	a. SProvide instruction in accessing and using the Internet properly.
	b. SUtilize e-mail, classroom messaging, or other forms of simulation or actual communication for the Internet.
	c. SPerform a teacher-guided web, scavenger hunt, or web search for information.
	d. SPerform searches to locate information pertaining to academic skills related to math, science, or communications (homework sites, reports, online tutorials, reference materials, maps, weather information, etc.).
	e. SPerform searches to locate information pertaining to the career cluster areas related to each student’s career choice.
	3. SDiscuss the design and/or development of a web page.
	a. SUse presentation equipment to introduce terminology such as HTML, Java, applets, frames, links, buttons, hypertext, etc.  Prepare for vocabulary test using written activity or game.
	b. SUtilize guided instruction to identify web page design and development tools such as authoring packages, etc.
	1. SExplain telecommunication applications.
	a. SWritten test.
	c. SWritten test.
	d. SStudent participation.
	2. SUtilize online simulation software.
	a. STeacher observation.
	b. SChecklist.
	c. SCompletion of student activity.
	d. SCompletion of student activity.
	e. SCompletion of student activity.
	3. SDiscuss the design and/or development of a web page.
	a. SWritten test.
	c. SChecklist.
	1. SIntroduce presentation applications.
	a. SIdentify terminology related to presentation applications.
	b. SDisplay and describe the components of a presentation window.
	2. SPrepare a presentation using basic concepts.
	a. SPlan and create a presentation.
	d. SEdit and format a presentation.
	c. SPresent and provide printed copy.
	1. SIntroduce presentation applications.
	a. SUse presentation equipment to introduce terminology such as multimedia, presentation, slides, views, transition, animations, color scheme, background, etc. and print terminology for notebook.  Prepare for vocabulary test using written activity or ...
	b. SUsing multimedia equipment, label the components of the presentation window.
	2. SPrepare a presentation using basic concepts.
	a. SHave students create a project selected from teacher-approved topics, student career choice, related academic skill, etc.  Students may utilize scanned material, digital pictures, video clips, sound, animation, etc.
	b. SStudents will edit fonts, alignments, clipart, colors, added effects, transitions, etc.
	c. SHave students deliver presentations and print hard copy for handouts.
	1. SIntroduce presentation applications.
	a. SWritten test.
	b. SWritten test.
	2. SPrepare a presentation using basic concepts.
	a. STeacher evaluation using assessment instrument.
	b. STeacher proof and editing.
	c. STeacher evaluation of printed and oral presentation.
	2. SIdentify school policies, program policies, and procedures related to Computer Discovery.
	b. SPreview course objectives and program policies.
	2. SDiscuss ethics and quality assurance.
	a. SDiscuss ethics and quality assurance in relation to computer applications.
	d. SDiscuss ethics and quality assurance in the educational environment.
	e. SDiscuss ethics and quality assurance in the occupational environment.
	3. SDiscuss educational, occupational, and leadership opportunities.
	4. SRecognize the importance of computer literacy in today's job market.
	5. SExplore the philosophy of the school-to-careers initiative.
	8. SExplore career interests using the cluster areas as related to Computer Discovery.
	9. SPerform basic Windows applications.
	b. SUse menus, icons, and keyboard shortcuts to manipulate a window.
	c. SCreate directories/folders.
	10. SPerform basic keyboarding applications.
	12. SUtilize basic word processing skills to create business correspondence .
	d. SGenerate a hard copy of a memo and a letter following an accepted business format.
	e. SApply word processing applications to related academic skills in math, science, or communications.
	f. SApply word processing applications in the cluster areas.
	13. SFormat and print a research paper following accepted referencing format (MLA/APA).
	14. SExplain basic desktop publishing applications.
	15. SPerform basic desktop applications.
	a. SUse drawing tools to create lines, circles, ovals, and rectangles.
	b. SUse text tools to create, insert, delete, replace, and move text.

	16. SCreate a desktop publishing document.
	b. SApply desktop publishing applications to related academic skills in math, science, and communications.
	17. SExplain basic spreadsheet applications.
	18. SPerform basic spreadsheet applications.
	20. SExplain basic database applications.
	b. SIdentify terminology used with database applications.
	21. SPerform basic database applications.
	23. SExplain telecommunication applications.
	24. SUtilize applications of telecommunications.
	25. SDiscuss the design and/or development of a web page.
	26. SExplain telecommunication applications.
	27. SUtilize online simulation software.
	28. SDiscuss the design and/or development of a web page.
	29. SIntroduce presentation applications.
	c. SIdentify terminology related to presentation applications.
	d. SDisplay and describe the components of a presentation window.
	30. SPrepare a presentation using basic concepts.
	b. SPlan and create a presentation.
	e. SEdit and format a presentation.
	c. SPresent and provide printed copy.
	1. SStudent personal computers for a networked lab (minimum of 16 to a maximum of 26) to follow minimum specs as published by MDE and to include:
	2. STeacher computer station to follow minimum specs as published by MDE and to include:
	3. SLaser Printer
	4. SColor Inkjet Printer
	5. SElectric 3-hole punch
	6. SElectric pencil sharpeners (2)
	7. SElectric stapler
	9. SDigital camera with diskette and/or CD
	10. S36" Television
	11. SVCR
	12. SNetOp School Software and/or AverKey

