Unit Development Proforma: Planning Learning & Assessment Table

	Unit Code: Year 7 Unit Title: Information Technology                                                    Time: 1 x 72 minutes per week all year

	

	Learning Focus: Students will develop a range of ICT skills and knowledge to enable them to:
1. Use ICT tools and techniques to visualise their thinking for all VELS domains

2. Create ICT products effectively and efficiently using appropriate software tools and techniques
3. Apply ICT tools to effectively communicate for a variety of purposes and to a range of audience groups

4. Evaluate and reflect on their use of ICT tools and techniques and communication styles to meet the needs of specific audience groups

	

	Domain
	Dimension
	Key Elements of the Standard
	Assessment Criteria
	Evidence

	ICT

Level 5
	ICT for Visualising Thinking
	· Students will retrieve and modify successful approaches to visualising thinking for use in new situations.  They explain what features of the new situations influenced their decisions to use particular ICT tools and techniques

· Students will select and apply ICT tools and editing functions that support the filtering, classifying, representing, describing and organising of concepts, issues and ideas

· Students use a range of data types, including sound and still and moving images, to record the decisions made and actions taken when developing new understandings and problem solving. 

· They evaluate the strengths and weaknesses of their decisions and actions in the given situations.
	· A range of software & data types used

· Appropriate choices of tools for type of thinking 

· Examples of use of ICT to support filtering, classifying, representing, describing & organising 

· ICT Conventions applied 

· Some tasks document the evaluation of decision making
	Folio of examples: Visualising Thinking using ICT tools – both print (hard copy) & electronic examples

	
	ICT for Creating
	· Students independently use the operating system to manage their desktop space. They organise their folders logically, appropriately name and locate files for sharing with others and apply techniques to facilitate the easy handling of large files.

· Students apply a range of processing skills, functions and equipment to solve problems and create products which contain few functional, typographical, formatting and readability errors.

· Students apply criteria to evaluate the extent to which their information products meet user needs and comply with intellectual property laws

· Students use ICT in a safe, efficient and effective manner

· Students keep their bank of digital evidence up to date, and ensure it is easy to navigate, complies with ICT presentation conventions and demonstrates a diversity of ICT skills and knowledge
	· Hierarchy of folders used
· Appropriate folder names

· Appropriate file names 

· School related files only
· Complete record of work

· Range of software tools & functions used

· ICT conventions applied

· Task criteria met

· Audience/user needs met

· Few typographical errors

· Appropriate management of files
	· Personal file directories on BSC server – teacher assessment
· Folio of tasks showing progressive skill development in use of individual software packages
· Problem solving tasks or projects catering for specific audience groups – Yr 7 team curriculum 

	
	ICT for Communicating


	· Students select the most appropriate search engines to locate information on websites. They use complex search strategies to refine their searches. They judge the integrity of the located information based on credibility, accuracy, reliability and comprehensiveness.
· Students…demonstrate an awareness of the characteristics that contribute to products meeting their purpose
· Students organise their email mailbox into a logical structure and maintain it. They evaluate the merits of contemporary communication tools, taking into account their security, ease of use, speed of communication and impact on individuals.
	· Able to locate both text & images through Internet search

· Effective use of Boolean search rules

· Selection of relevant & appropriate material to meet task requirements

· Appropriate downloading & printing from websites

· Application of BSC Internet protocols & policies
· Use of “Your words/My Words” table to document source material
· Relevant bibliography details recorded
· Send both text & image attachments

· Manage image files for emailing

· Create & manage address book

· Compliance with BSC’s Email, Network & Internet policies
	· Appropriate & independent use of Internet – teacher judgement/participation in class activities

· Internet based research ICT task – Yr 7 team curriculum focus
· Independent & appropriate use of email – teacher judgement


	

	Communication
Level 5
	Listening, Viewing & Responding
	· Students will modify their verbal and non-verbal responses to suit particular audiences
· Students will interpret complex information and evaluate the effectiveness of its presentation

· When responding, students will use specialised language and symbols as appropriate to the contexts in which they are working

· Students will consider their own and others’ points of view, apply prior knowledge to new situations, challenge assumptions and justify their own interpretations
	· Appropriate verbal & non-verbal responses for a classroom
· Demonstrated respect & consideration for the views of classmates & teacher
· Active listening to instruction/demonstrations

· Active contribution to class discussions, including appropriate use of ICT terminology

· Appropriate language & symbols used

· ICT conventions applied eg letters –  formal language, address & signature line formatting; graphs in Excel; PowerPoint presentations
· Appropriate language & symbols used for context

· Appropriate language & symbols used to cater for needs of audience group

· Clarity & meaning of information presented

· Appropriate use of ICT terminology
· Use of SMS/text language in context

	· Participation in class activities
· Folio of examples: Visualising Thinking using ICT tools
· Folio of ICT  tasks showing progressive skill development in use of individual software packages
· Problem solving tasks or projects catering for specific audience groups
· Independent & appropriate use of email – teacher judgement

	
	Presenting
	· Students use the communication conventions, forms and language appropriate to the subject to convey a clear message across a range of presentation forms to meet the needs of the context, purpose and audience
· Students provide and use constructive feedback and reflection to develop effective communication skills
	· Speaker’s notes prepared
· Clear speech using appropriate language

· Appropriate ICT formats & conventions to aid communication

· Peer assessment feedback sheet prepared, issued completed & reported on
· Appropriate conventions, forms and language used to communicate messages  clearly

· ICT products modified in response to feedback from teacher and/or peers
· Constructive feedback offered to peers to improve communication of message in ICT products
	· Multi-media presentation – small group/class presentation
· Folio of ICT tasks
· Self & Peer Evaluations


	
	
	
	
	

	


Unit Development Proforma: Learning Task & Support Table 

	Unit Code: Year 7  Unit Title: Information Technology

	

	Learning Focus: Students will develop a range of ICT skills and knowledge to enable them to:

1. Use ICT tools and techniques to visualise their thinking for all VELS domains

2. Create ICT products effectively and efficiently using appropriate software tools and techniques
3. Apply ICT tools to effectively communicate for a variety of purposes and to a range of audience groups

4. Evaluate and reflect on their use of ICT tools and techniques and communication styles to meet the needs of specific audience groups

	

	Learning Tasks
	Description
	Support /Resources

	Visualising Thinking
	
	

	
	· Retrieve and modify templates for visualising thinking – “Making a Difference” CD templates; teacher generated templates – Mind Maps, Concept Maps, Venn diagrams, Fishbone diagrams, PMI’s, T Charts etc
· MS Word

· Tables – for organising, classifying
· Bullet points & numbering – for listing ideas, organising, classifying
· Drawing toolbar - text boxes & callouts for annotations; diagram or chart organiser; autoshapes, colours, arrows and lines for diagrams – for representing ideas, brainstorming, storyboarding
· Tools menu - Autosummarise tool, word count, spell & grammar check for visualising thinking about language;  Track Changes tool – for visualising editing

· Insert menu - Comment function, for annotating thinking; Reference tools for footnotes, captions, table of contents – organising thinking; Hyperlinks – representing thinking
· MS Excel

· Sort

· Filter

· Graph in
· Formulas eg Rank, Choose, If

· “What if” scenarios eg Henry’s Hamburgers, Ice Cream orders

· MS Paint

· Diagrams, illustrations

· Patterns, arrays

· Multi Media software eg PhotoStory, PowerPoint, Kahootz

· Visual diaries with annotations
· Learning logs/project logs – annotated images
· Visual representation of concepts & understandings – annotated images
· Internet Research
· “Your words/My words” table
	· “Making a Difference” CD
· Teacher generated templates

· VCAA Student Learning DVD, Feb 2006 – Design & ICT
· ICT Domain Level 5

· Communication Domain Level 5
· Software applications



	Creating
	
	

	1.  File Management
     
	· Creating & naming file directories/folders – directory hierarchy
· Locating individual files & file directories
· Naming & renaming file directories and individual files
· Moving/transferring file directories and individual files
· Deleting files
· Copying files
· Saving & retrieving of files, including to portable storage devices
· Dropping files off to teacher drop box
· File compression – images, MultiMedia products etc
· Differences between networked systems and stand alone computers for file management 
	· ICT Domain Level 5

· Communication Domain Level 5
· Yr7 MathsQuest CD



	2.  Essential Software
     Skills
	1. Word Processing – MS Word

· General Formats & Conventions for Text
· Presentation Formats & Conventions for Letters & Tables 

· Word processing tools, functions & products to be covered:

· Page layout – margins, line spacing, use of space, page orientation (portrait, landscape)

· Text formatting – font style & size, line spacing, tabs, text alignment etc

· Text editing – cut, copy, paste, delete, find & replace, spellcheck, grammar check

· Presentation tools – WordArt, borders, shading, colour, graphics/images, drawing tools
· Bullets & numbering

· Basic tables

· Picture tool bar for editing images

· Management of images – placement, file sizes

· Headers & footers

· Personal letters & envelopes

· Short (one page) reports eg a book report, excursion/activity report, prac report

· Alternative formatting options for print and electronic publications

· Efficient print procedures – print preview, paging

· Forms toolbar
· Equipment to be used in conjunction with this application:  printers, digital cameras, scanners
· Suggested Learning Activities:  Word processing of tasks for other curriculum areas eg Haiku for English, safety poster for Science, personal letter to Grade 6 teacher for transition, prac reports for Science, posters for Health, recounts & stories etc for English, tables for Humanities & Science, visualising thinking in all curriculum areas, Home Economics Meal Planning assignment
2. Spreadsheets – MS Excel

· General Formats & Conventions for numeric information, graphics & colour (see Appendix)

· Presentation Formats & Conventions for Tables, Financial Reports, Charts & Graphs, Spreadsheets (see Appendix)

· Spreadsheet terminology:  columns, rows, cells, cell references, formulas, formula view, values view, cell range, absolute cell reference, relative cell reference, workbook, worksheets
· Spreadsheet tools & functions to be covered:

· Information requirements – titles/headings for tables, graphs, rows & columns, presentation

· Page layout & design – margins, horizontal & vertical centring, page orientation (portrait, landscape), graphics

· Worksheets – naming, moving, inserting, deleting

· Print options – print selection, print preview, print formulas
· Data entry – manual entry, series & patterns – filling down & across

· Editing – cut, copy, paste, move - columns, rows, cells, cell ranges, 

· Presentation tools & functions – column & row width, formatting cells, text alignment, font style, size & colour, borders, shading 

· Graphing using Chart Wizard; formatting charts; picture graphs

· Basic formulas:  operands, AutoSum, Paste Function - average, maximum, minimum, constructing basic formulas, simple formulas with absolute cell references

· Spreadsheets for decision making – “what if” scenarios

· Integration of spreadsheets & word processing – importing graphs into MS Word
· Suggested Learning Activities:  Folio of tasks of progressive difficulty, adding new skills & techniques eg class birth months, Basketball team stats, Aths times, Henry’s Hamburgers, Ice Cream Shop, Yr 7 MathsQuest CD activities
· Suggested Assessment Task:  Based on problem solving process and integrating word processing & spreadsheet software.  Students to design and conduct a survey to investigate a topic of their choice, produce a results table and graph in MS Excel, and evaluate the process and survey outcome.  Survey forms prepared using MS Word and design skills, survey data recorded in an appropriately designed spreadsheet, results graphed, graph imported into word processed evaluation report
3.  Presentation Software – MS PowerPoint

· Formats & Conventions for Presentations (see Appendix)

· General Formats & Conventions (see Appendix)

· Design considerations relevant to audience & purpose of the presentation

· Students to use Blank Presentation option rather than Wizards

· Tools & functions to be covered include:  slide transition, custom animation, hyperlinking, automated timing; sound

· Associated equipment:  digital cameras, scanner, headset microphones, IPods, multi-media projector

· Suggested Learning Activities/Assessment tasks: presentation for an audience of young children eg nursery rhyme, original children’s story, fractured fairytale, cartoon; information presentation for teacher in another curriculum area; oral presentation to class mates; instructional presentation for peers; presentation showcasing Internet research skills on a topic of own choice; hyperlinked interactive quiz; hyperlinked “Choose your own ending” story
4. Desktop Publishing – MS Publisher

· When to choose Word Processing and when to Desktop Publish
· Formats & Conventions for Desktop Publishing (see Appendix)

· General Formats & Conventions (see Appendix)

· Pencil & paper design approach

· Design considerations for printing options:  black & white v colour

· Creation of text files in MS Word & their import into Publisher products

· Customising Wizard templates using Design Options

· Focus on using Blank templates rather than Wizards

· Associated equipment:  digital cameras; scanners, printers

· Suggested Learning Activities/Assessment tasks:  transition booklet about “Self & Friends”, one page poster from blank template eg “Wanted” poster incorporating manipulated image; business cards; greeting cards; menus & programs; 4 page brochure/booklet from blank template with importation of MS Word files.  Tasks related to other curriculum areas

5. Image Manipulation Software –Adobe PhotoShop Elements
· Acquire original digital images from a digital camera and/or scanner
· Import digital images
· Image file formats eg jpeg, gif, tif, bmp
· Resize for emailing
· Rotate, crop, enhance through brightness and contrast etc, effects eg smudge, clone
· Selection techniques
· Print options & settings
· Management and insertion for use in other digital products
· Associated equipment:  digital cameras, scanners, printers
	· VCAA Student Learning DVD, February 2006, - Design Awareness in Schools, Design in ICT – Information products/Design elements/Convention Checklists
· Software applications

· BSC Server –Common, 02KLAs/Technology/7IT

· ICT Domain Level 5

· Communication Domain Level 5
· I&E Writing Document – Raising Expectations

· ICT Domain Level 5

· Communication Domain Level 5
· Task sheets

· BSC server – 02KLAs file

· Yr 7 MathsQuest CD
· VCAA Student Learning DVD, February 2006, - Design Awareness in Schools, Design in ICT – Information products/Design elements/Convention Checklists

· Software applications

· ICT Domain Level 5 

· Communication Domain Level 5

· Task sheets

· BSC server – 02KLAs file

· VCAA Student Learning DVD, February 2006, - Design Awareness in Schools, Design in ICT – Information products/Design elements/Convention Checklists

· Software applications



	3.  Optional Software
     Skills
	Please Note:  BSC’s Year 8–10 Stages 1 to 5 ICT domain units focus on specific applications of software.  To avoid duplication & cutting across the curriculum for these units, please check subject outlines before in-depth use of other software applications with Year 7 students.

· Macromedia Flash

· Audacity

· PhotoStory

· GIF Animator

· MS Movie Maker

· Stop Motion Pro

· Dreamweaver/MS FrontPage

· Associated equipment:  headset microphones, digital video cameras, digital cameras, 
	

	Communicating
	
	

	1.  Internet Search Skills
	· Internet protocols & etiquette – communication methods to protect personal safety; BSC policies
· Integrity of Internet sites – URLs as indicators eg .edu, .com, .gov; ownership of site; date of information, statements of site purpose

· Internet search techniques – search engines, key words, search strings, 
· Efficient downloading & file storage methods and efficient use of internet time

· Efficient printing

· Use of a “Their Words/My Words” Research Table to collect text data and then rewrite in own words for use in another document

· Suggested Learning Activities:  “Internet Trivia Quiz” eg Easter Internet Hunt, complete an ICT product using designated software and data acquired from Internet search eg profile of a current sportsperson/celebrity in the news, research for another curriculum area; prepare a PowerPoint presentation or booklet instructing others about Internet use & safety

	· “Wise up to IT” DVD

· BSC Internet policies

· “Their words/My Words” template
· Search engines

· ICT Domain Level 5 Standards

· Communication Domain Level 5 Standards

	2. Email
	· Email etiquette & BSC Email policies

· Use of appropriate language, including SMS/text language – appropriate contexts
· Create/reply/forward/CC/BCC/Subject lines

· Sending attachments & preparing files for attachment – text, sound, image
· Creating, managing & using an Address Book

· Suggested Learning Activities:  email within class group only;  class participation in a collaborative online project; email a submission to a publication such as a newspaper eg Letter to Editor, Youth Forum  (after teacher verification of content & personal details)
	· Student email accounts enabled
· BSC Email policies

	3.  Catering for audience
     needs
	· Purposes of information products – Inform, Persuade, Educate, Entertain

· How can information products be designed to achieve each of these purposes – what characteristics should they have?

· Characteristics of audience groups – what interests them, attracts & holds their attention when viewing an information product?

· Design and formatting options to cater for the needs and preferences of particular audiences
· Language conventions for specified audience groups

· Creation & presentation of a variety of information products designed to meet the needs of the audience and the purpose of the information

· Improving the qualify of the communication and information product through formal & informal feedback & reflection – self, teacher, classmates – methods & responses

· Suggested Learning Activities:  embed in teaching of all other topics; critical evaluation of a range of information products for a variety of purposes & audiences eg websites, newsletters; preparation of formal “feedback” sheets for multi-media presentations to class
	· VCAA Student Learning DVD, February 2006, - Design Awareness in Schools, Design in ICT – Information products/Design elements/Convention Checklists
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