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Digital Literacy
2018-2019
Hillside Rm. 1028
Instructor: 

Nathan Kunkel  /  nathan.kunkel@slcschools.org
Office Hours:

Teaching: 6-7th periods / Available: 7:45-8:15 AM or 3:15-3:45 PM
I. Rationale:  
 This course is an introduction to computer literacy. Students will have opportunities to use technology and develop skills that encourage creativity, critical thinking, productivity, and collaboration in the classroom and day-to-day life. Skills will be demonstrated by creating a project for a different content area. This course is aligned with national and international standards and the Utah Core to prepare students across multiple levels of skills. Students will complete this course with a prerequisite to move into high school computer literacy courses.
II. Course Aims and Outcomes:  
Aims
This course aims to prepare students for furthering their education (in technology and otherwise) into high school, college, vocational schooling, and into careers. The course is based on the CTE and Business/Marketing Education Standards. The Core curriculum includes ideas, concepts, and skills, which provide a foundation on which subsequent learning may be built. The Core Standards for Proficiency can be accessed on the UEN website at http://www.uen.org/core/core.do?courseNum=520420. 
Specific Learning Outcomes:
By the end of this course, students will: 

1. Students demonstrate creative thinking, construct knowledge, and develop innovative products and processes using technology 
a. Demonstrate understanding of basic uses and processes of computers
b. Accurately identify and use the monitor, keyboard, and mouse
2. Students will use digital media and environments to communicate and work collaboratively, including at a distance, to support individual learning and contribute to the learning of others
a. Determine the meaning of common computer terminology
b. Understand computer performance and features
3. Students apply digital tools to gather, evaluate, and use information
a. Analyze and use the Internet and the World Wide Web
b. Understand communication on the Internet
4. Students understand human, cultural, and societal issues relating to technology and practice legal and ethical behavior
a. Understand and demonstrate knowledge of common features and commands
b. Demonstrate knowledge of Word Processing
c. Demonstrate knowledge of Spreadsheets
d. Demonstrate knowledge of Presentation Programs
e. Demonstrate knowledge of Databases
5. Students demonstrate a sound understanding of technology concepts, systems, and operations
a. Demonstrate knowledge of computer security and privacy
b. Understand how to protect computers and data
c. Understand how to protect home computers from security threats
d. Understand how to keep a computer secure and updated
e. Understand and demonstrate computer ethics
6. Students will research and understand digital lifestyles topics
a. Define and analyze the modern digital experience
b. Understand and use digital audio
c. Understand and use digital video
d. Understand and use digital photography
e. Understand digital technology and career opportunities
7. Students use critical thinking skills to plan and conduct research, manage projects, solve problems, and make informed decisions using appropriate digital tools and resources through an integrated project with a General Education Class
III. Format and Procedures: 
 I expect you to be active in the learning process. You will engage in individual work, partner/group work, and in class discussion. We will work on a variety of projects that relate to the core standards. Just as stated in the Hillside Middle School’s expectations, you are expected to be in class in your seat by the time the bell rings. All consequences will line up according to school policy on tardy and absences. 

IV.  My Assumptions

I am looking forward to a great year full of hard work, fun, and learning. I hope the information presented in this document helps you know what to expect and to get excited for. As this is a brand new course, you might have questions. I assure you that the concepts you will learn throughout will be meaningful and useful to you now and as you continue forward. Please feel free to reach out any time via email with questions, successes, or concerns. 

V. Course Requirements:  Whatever tasks and assignments you include in your course should be aligned with the specified learning outcomes (final learning state, skills, knowledge, attitudes and values the students leave the course with) you have defined and specified earlier.

1. Class attendance and participation policy: 
All Hillside policies on absent and tardy students will be enforced as outlined in the student’s handbook. Students are responsible for asking for what they missed when absent. All assignments will be posted in their online notebook no later than the day of the assignment. If more information is needed, I will be happy to help reteach or explain assignments via email or upon the students return.
2. Course Instructional Materials:  

a. Microsoft Digital Literacy; https://www.microsoft.com/en-us/digitalliteracy/default.aspx 
b. Nearpod lessons created by myself and a Nearpod Certified Educator or from other Nearpod Certified Educators. 

c. Typing.com lessons used for refining typing and keyboarding skills.

V. Grading Procedures:
Your grades are based on an accumulation of points. Grades will be updated at least every two weeks on Power School. Points are totaled at the end of the term and converted to a percentage, as follows: 

A 100 – 93, A- 92-90, B+ 87-89, B 83-86, B- 82-80, C+ 77-79, C 73-76, C- 70-72, D+ 67-69, D 63-66, D- 60-62, F 59 or below 

You may access your student’s grades on Power School online. 

VI. Academic Integrity

All students are expected to live up to Hillsides academic integrity policy. A student caught cheating (copying, plagiarizing, sharing work, etc.) will not get credit for that assignment and will receive a drop in citizenship grade. 
High citizenship and conduct grades will be awarded to students who contribute positively to the daily activities of the classroom. 

Three or more tardies will affect Community/Learning Environment (citizenship) grade. Sluffing is an automatic Beginning Community/Learning Environment grade or unsatisfactory citizenship grade. If a student chooses to interfere with the learning process (disruptive in class), the following consequences will be invoked, as per school policy: 

• First time: Warning 

• Second time: Teacher-Student conference and drop in Community/Learning Environment (citizenship) grade. 

• Third time: Call parents. Drop in Community/Learning Environment (citizenship) grade. 

• Fourth time: Teacher-Parent conference and Administration notified. Drop in Community/Learning Environment (citizenship) grade. 

• Note: Serious problems such as fighting or theft will result in immediate referral to an administrator. Drop in citizenship grade. 

VII. Accommodations for students with disabilities

I am available to discuss appropriate academic accommodations that may be required for student with disabilities. 

VIII. Tentative Course Schedule (May change to accommodate guest presenters & student needs)
2017-2018 Scope and Sequence (18 weeks)
Digital Literacy
	Topic (s)
	Pacing and Lesson Materials 
	Essential Knowledge and Skills/ Student Expectations

	Introduction to Digital Literacy: Disclosure, OneNote, Typing, etc.
	Week 1

Microsoft OneNote
Typing.com


	a. Student will be given policy and procedures for my classroom.
b. Students will understand and use Microsoft OneNote to organize their personal work.

c. Students will set goals and baselines for their typing.

	Digital Citizenship and Technology Operations and Concepts: Online Safety and Digital Citizenship 
	Weeks 2-3
NP-Creators Rights and Responsibilities

NP-Trillion Dollar Footprint
	Understand and demonstrate computer ethics. 

a. Define intellectual property as it applies to computing. 

b. Identify the various copyright violation acts and their preventive measures. 

c. Identify the various legal concerns associated with information exchange. 


	Creativity and Innovation: Computer Basics-
	Weeks 4-5
NP- Digital Life 101
NP- Computer Vocabulary

SWAY-Keyboards


	Demonstrate understanding of basic uses and processes of computers (RST 6-8.4). 

a. Develop understanding of computers at home, in school, and throughout the world. 

b. Develop understanding and awareness of the benefits and dangers of using the Internet. 

Accurately identify and use the monitor, keyboard, and mouse. 

a. Describe and demonstrate understanding of functions, uses and types of the monitor, keyboard, and mouse. 

b. Demonstrate accuracy in using the monitor, keyboard, and mouse. 



	Communication and Collaboration: Computer Terminology, Performance, and Features
	Weeks 5-7
NP- Operating Systems

MDL-Programs and Networks

MDL-Memory


	Determine the meaning of common computer terminology (RST 6-8.4). 

a. Identify the primary hardware components of a computer. 

b. Define and understand the function of an operating system. 

c. Define and understand the terms program and data. 

d. Define and understand the term network and identify the benefits and responsibilities of networking 

e. Define and understand the term Internet and identify the benefits, dangers, and responsibilities of using the Internet. 

Understand computer performance and features (RST 6-8.10). 

a. Identify and compare the features of different types of computer. 

b. Explain the role of memory. 

c. Explain the basics of computer performance and productivity. 

d. Describe and understand different types of productivity programs and their uses. 

e. Describe and understand different types of communication programs and their uses. 

f. Describe and demonstrate the ability to use educational and entertainment programs. 



	Research and Information Fluency: Internet and the World Wide Web
	Weeks 8-9
NP- Bandwidth

NP-Internet Vocabulary

MDL-Transactions online

MDL- Creating a Website

Microsoft Office 365-email

NP-Managing Files

NP-Organizing Files
	Analyze and use the Internet and the World Wide Web (RST 6-8.9). 

a. Identify the different components required for an Internet connection. 

b. Distinguish between different types of Internet connections and the meaning of the term bandwidth in relation to those connections. 

c. Explain how Web addresses work (e.g., parts of a URL—Web server, domain name, etc.). 

d. Exhibit proficiency and understanding of how to use a browser to navigate the Web, find content, and evaluate sites. 

Understand communication on the Internet (WHST 6-8.2, 6, & 8). 

a. Demonstrate understanding of how e-mail works. 

b. Write and send e-mail messages for a variety of purposes. 

c. Manage e-mail messages (inbox, trash, search, etc.). 

d. Identify the features, benefits, dangers, and uses of online communities. 

e. Understand features and uses of instant messaging. 

f. Explain and demonstrate understanding of how Web authoring software is used to create and publish Web pages. 

g. Explain the meaning and uses of e-commerce. 



	Digital Citizenship and Technology Operations and Concepts: Productivity Programs
	Weeks 10-14
MDL- Common Commands and Features.

NP- Word Document Layout

FINAL- PSA Word Doc Check List and Assignment

NP- Spreadsheets Part 1 and Part 2
FINAL- Microsoft Form

FINAL- Form Data Collection

NP- Designing Slides

SWAY- Favorite Season

NP- Database: Microsoft Access
	Understand and demonstrate knowledge of common features and commands (RST 6-8.3). 

a. Identify the main components of the user interface. 

b. Identify the purpose of commands on the menu bar. 

c. Select and use appropriate buttons on the toolbar according to task and purpose. 

d. Effectively use the pointer in a program. 

e. Select and use appropriate text and characters in a program according to task and purpose. 

f. Explain and use primary keyboard shortcuts and key combinations. 

Demonstrate knowledge of Word Processing (RST 6-8.3) (WHST 6-8.6). 

a. Perform basic tasks by using a word processor (RST 6-8.3). 

b. Edit and format text. 

c. Work with tables and pictures. 

d. Work with language tools. 

e. Identify the various benefits of using desktop publishing (DTP). 

Demonstrate knowledge of Spreadsheets (RST 6-8.3 & 7) (WHST 6-8.6). 

a. Identify the different components of a spreadsheet. 

b. Enter data into a spreadsheet. 

c. Perform basic mathematical operations in a spreadsheet. 

d. Insert charts into a spreadsheet. 

e. Explain the purpose of options available for printing a spreadsheet. 

Demonstrate knowledge of Presentation Programs (RST 6-8.3 & 7) (WHST 6-8.6). 

a. Identify the basic functionalities offered by presentation programs. 

b. Create a new presentation. 

c. Add graphics and multimedia to a presentation. 

d. Identify the options available to print presentations in different formats. 
Demonstrate knowledge of Databases (RST 6-8.3 & 7) (WHST 6-8.6). 

a. Describe and understand basic database concepts. 

b. Create a database. 

c. Create and understand records in a database. 

d. Describe and understand database queries. 

e. Describe, use, and understand reports. 



	Technology Operations and Concepts: Computer Security, Privacy, and Protection.
	Week 15
MDL- Computer Security and Privacy

NP-Safe Online Talk

NP- Scams and Schemes
MDL-Keeping Computers Secure and Updated
NP- Troubleshooting Problems


	Demonstrate knowledge of computer security and privacy (RST 6-8. 8 & 10). 

a. Define security and privacy as they apply to computing. 

b. Identify various threats in the world of computers and explain their corresponding solutions. 

Understand how to protect computers and data. 

a. Identify various methods of protecting the operating system, software, and data on a computer. 

b. Identify various ways of securing online and network transactions. 

c. Identify common measures for securing e-mail and instant messaging transactions. 

Understand how to protect home computers from security threats. 

a. Identify common measures used to protect privacy. 

b. Describe and understand how online predators work. 

c. Identify the guidelines to protect children from online predators.

Understand how to keep a computer secure and updated. 

a. Explain the purpose of different security settings on your computer. 

b. Identify the options available for keeping your computer up to date. 

	Technology Application: The Modern Digital Experience
	Week 16
MDL- Digital Life Styles

FINAL- Adobe Spark, Research, Etc.
	Define and analyze the modern digital experience. 

a. Identify the benefits of the expanding scope of digital technology. 

b. Explain how merging technologies expands the features of digital devices. 


Understand and use digital audio. 

a. Identify the characteristics of digital audio. 

b. Explain the concepts of recording, copying, and converting digital audio. 

c. Identify the features of advanced speech technologies. 


Understand and use digital video. 

a. Identify the characteristics of digital video. 

b. Describe what digital video editing is and the various output formats for digital video. 

c. Identify the features of different Web video technologies. 


Understand and use digital photography. 

a. Explain the benefits, features, and workings of a digital camera. 

b. Demonstrate how digital images can be managed and edited. 

c. Identify the features of different types of printers that are available for printing photos. 


Understand digital technology and career opportunities. 

a. Explain how digital technology enables different work environments. 

b. Identify different career opportunities available in digital technology. 



	Critical Thinking, Problem Solving and Decision Making: Presentation Project
	Week 17-18
(With projects scattered throughout weeks 12-15)
	Students will use any or all of the following in a project to be presented to the Digital Literacy teacher and a cross-curricular teacher: document processing, spreadsheet, electronic, presentation.


*NP=NearPod
**MDL=Microsoft Digital Literacy Program
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