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	OVERVIEW : 
During this term students will review some of the most important features of the office suite, special in what has to be with the final project presentation. Word, Excel, Power Point, Publisher

The Internet research as support to complete their works, making special treatment in the topics related with bibliographic notes and references showing the students how to cite resources to follow the policies at school.

Some special devices like: digital cameras, video and audio treatment will be taught in order to refine the students knowledge about those topics. 

	STAGE 1 – IDENTIFY DESIRED RESULTS

	Content Standards and Benchmarks : 

    Students will know/understand ...    Students will be able to….
School-Wide Goals (Life-long learning standards)See Appendix C in Guidelines Document
STANDARDS AND BENCHMARKS At the end of this term, students will:

Std 1 - KNOWS THE CHARACTERISTICS AND USES OF COMPUTER HARDWARE AND OPERATIVE SYSTEMS
Std 2 - UNDERSTANDS THAT COMPUTERS AND THOSE USING THEM ARE GOVERNED BY SPECIFIC SET OF ETHICS
Std 3 - UNDERSTANDS THE NATURE OF TECHNOLOGY AND OPERATING SYSTEMS

Std 4 - UNDERSTANDS THAT COMPUTERS AND THOSE USING THEM ARE GOVERNED BY A SPECIFIC SET OF ETHICS
Ben. D.1 Knows of significant advances in computers and peripherals.

Ben. P.1 Uses input devices, like scanner, microphone, flash memories.

Ben. D.2 Identifies malfunctions and problems in hardware or the Internet connection and the network

Ben. D.3 Knows limitations and trade-offs of various types of hardware and network connections

Ben. D.4 Knows how formats differ among software applications

Ben. P.2 Knows how to import, export and merge data in different formats

Ben. D.5 Knows how to combine data, text, graphics and send them using the Internet

Ben. P.3 Knows how to use the Internet researching, merge mailing and chats, create communities

Ben. P.4 Uses software like Office set to develop a compete project (written, oral presentation, etc).

Ben. D.6 Understands the networking and its classifications according with the global rules.
Ben. Attitudinal 1-5 In Standard 4


	Essential questions:

· Name the main tips when you’re using electronic presentations.

· Name three of the most common errors in supported in Power Point Oral Presentations?

· Name the main tips to have a complete work written in Word.

· How can I get a professional written work?
· Name the needed steps that should be followed to develop, report and present a project.
· Describe some of the techniques when a video is shooting
· Name techniques and principles in the edition of video
	Expected language:

Office Suite
Sections, pages, lines, columns

Animations, backgrounds, design

Cell, column, row, cell properties, work sheets, graphs

Brochure, poster, banner

Shoots, camera, scene, tilt, dolly, filmmaker, sequences, wide, medium, bust shoots.

	STAGE 2 – ASSESSMENT EVIDENCE

List performance tasks or project, quizzes, graded assignments, prompts, etc. Include the rubrics you use to evaluate the performance tasks.  

	· Students receive the lessons and suggestions and put them together with all the information they already have about their project in order to start reporting it, but following the professional techniques.
· Students receive some refreshing information in order to remind them about the needed tools to complete their work in Word. Tools like: set margins, headers and footers, insert pictures, create tables, index the pictures and tables, following the set of rules given by the Spanish department based on ICONTEC and APA.
· In order to get a very nice final presentation, students start with the review in the use of Power Point tools that will help them to drive the presentation better. 
· Students will have the opportunity to rehearse and to analyze themselves in voice tone, attitude, speaking way and some other conditions that they will need at the end and that of course will be very useful in their real lives.
· Lessons that are supported in downloaded videos about how to make takes and shoot video, techniques, principles. After the theory students will make some shoots in order to practice the content. These techniques are useful specially for those who will record some of the memories in the field work.

	STAGE 3 – LEARNING ACTIVITIES

Consider the type of knowledge (declarative or procedural) and the thinking skills students will use.

	Students attend the class to receive the instructions about office or recording images in the camera.
The rubrics to grade the practices are based on the results of the practices, and in the case of the written work, students will be driven during the develop of the writing process. 

Feedback places

	INSTRUCTIONAL MATERIALS AND RESOURCES

	· Computers and video edition software (Movie Maker)

· Office Software, Internet connection 

· Computers 

· Facilities like: Cord Cameras, USB memories

· Web sites like:
· http://www.easybib.com/reference
· http://zimmer.csufresno.edu/~candace/basics/shooting.htm


At the end of unit:

CURRICULUM COVERAGE: Percentage of planned curriculum that was taught and assessed __90%___
REFLECTIONS: 
This year it was particularly difficult to develop the classes in a normal way, specially because my other responsibilities as administrator, forced me to leave continuously the school. Students revealed and shared with the teacher this sensation of loneliness; they expressed their disagreement with this situation. I understand they need more attention and some of the strategies to elucidate this lack of class time were helping them by the e-mail work. So they used to receive the relevant information by this system. Every time they had any kind of question, they received the answer no longer than one day later.

During this term, most of the students developed their field senior project work and their product. They used tools like digital and video cameras, they knew the basic tools about video edition, and supported on this fact they received some reviewing and reinforcing instructions to edit the material they’ll use for the senior project.

The ICFES sign in process was a success, they used the class time but I must to remark that it has flowed  very natural, they showed themselves very skilled. 
