Information Technology 120



 Ms. S. Hudson, Room 238 
 

Course Description:

IT 120 focusses on the tools and strategies used within the realm of information and communications technology (ICT). ICT is the hardware and software that allows data to be digitally processed, stored and communicated. As part of the course, students design and create information products that demonstrate an understanding of important ICT concepts, issues and processes.
This course is designed to function with a range of business software applications, notable Microsoft Office and alternative and open source options such as Google Docs and Open Office.

General Curriculum Outcomes are met in the following units:
Module 1: Communication through Advanced Word Processing and Design
Module 2: Project Management and Presentations
Module 3: Making Spreadsheets Work for You
Module 4: Database Basics (pending its completion later on this semester)

Materials Required:  There are no materials required for this class.
Classroom Expectations

1. It is assumed students will do all assigned work to the best of their ability and come for extra help when necessary.  Online course is available for students to work on from home.
2. Students are responsible for ensuring they are prepared for class, with all materials, and their homework completed.

3. Students are responsible for all work assigned, whether or not they were present when the work was given.

4. Due dates are to be respected. If there is a problem regarding an assignment being passed in on time, the student is expected to see the teacher about an extension.

5. Students are also expected to be polite, respectful and on time.

Evaluation:
Term 1 & 2 = 70%

Final Project/Exam:  30%

Term Marks:  
· Discussion 10%

· Quizzes 25%
· Assignments 65%
BOSS: How good are you at PowerPoint?

ME:  I Excel at it.

BOSS: Was that a Microsoft Office pun?

ME:  Word!
Absenteeism and marks 
A legitimate absence is for school related activities, illness or bereavement.   
 
Group marks 
Group marks will be earned based on your days present and working with your team.  For example, if a project takes ten class days to complete and the group receives a mark of 80%; but you were only there for 5 days you would receive a 40%.  Even if you have a legitimate reason for being absent the expectation is that you will make up for the time you missed by contributing to the group from home or working during study block when you are able.  Alternatively, if you know you are going to be absent you may choose to work alone if the teacher gives you that option. 
 
In-class project marks
You will be marked based on the number of days that you are present and participating in class.  If, for example, you earn a shop mark of 70% and you were there 90% of the time your mark would be 63%. 
   
Late assignment policy: 
· To get full marks, assignments need to be handed in by the assigned due date. 
· For every date late, after the assignment due date, 10% will be deducted from the mark (up to a maximum of 40%).  Weekends count as one day. 
· If a student is absent on a due date, a written legitimate excuse from a parent or guardian must be presented upon the student’s return, or the late-day deductions will apply. 
· A student’s mark cannot be lower than 60% given that the student deserves a passing grade on the assignment to begin with.  Any work getting a mark of less than 60% will receive that grade. 
· In order to be graded, all work must be handed in no later than one week after the given due date of the assignment.  Term marks are final. 
 
 
 BLMS Attendance Incentive – 
Exams are normally worth 30% of students’ mark. To reach Academic Incentive, a student must meet the following criteria: 
1. Miss 5 or fewer classes in that particular subject (only school related activities and bereavement are exempted excuses); AND 
2. Be in good standing (not owing for assignments, projects, etc.) 
  
The subject teacher will then apply one of the three following options to the student’s advantage: 
A. 15% Final Exam, 85% Class Mark 
B. 50% Final Exam, 50% Class Mark 
