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Technology Integration Guidelines

· Every student must be given multiple opportunities throughout each school year to develop each of the technology skills and competencies outlined in the Technology Integration Standards and Benchmarks. 

· Every classroom teacher is responsible for providing opportunities for technology integration throughout the school year.

· Teachers should review their grade level curriculum documents to determine units of study that are most appropriate for technology integration.

· In grade levels where students have a different teacher for each academic subject, teams are responsible for ensuring that all students will develop technology skills and competencies as outlined in the Technology Integration Standards and Benchmarks.

· Related Arts teachers are responsible for developing and reinforcing the technology skills and competencies that are applicable to their curriculum areas.

· The Technology Integration Specialists work with teachers and teams to develop and implement strategies for appropriate technology integration that will ensure that each student leaves District 13 having achieved the skills and competencies outlined in the Technology Integration Standards and Benchmarks.

Key:  I = Introduce     D = Develop
     M = Master     R = Reinforce

Grades 3 and 4

	Ethical Behavior
	3
	4

	Cite Sources
	
	

	Acknowledge sources used
	I
	D

	Create Bibliography
	I
	D

	Understand copyright & plagiarism issues 
	I
	D

	Adhere to the Acceptable Use Policy
	I
	D

	Respect the work of others
	IDM
	R

	Demonstrate correct care and use of computers
	IDM
	R


	Basic Operation 
	3
	4

	Use correct keyboarding skills
	ID
	D

	Use keyboard shortcuts 
	I
	D

	Print with no assistance
	I
	D

	Toggle between two or more programs
	I
	D

	Use toolbars and menus
	I
	D

	Know correct computer terminology (e.g. desktop, mouse, file, folder, .doc)
	I
	D

	Navigate among applications, folders, documents, etc.
	I
	D


	Productivity & Communication Skills
	3
	4

	Global Productivity & Communication Skills
	
	

	Use a template (Word, PowerPoint, Inspiration, webpage, etc.)
	I
	D

	Use formatting features purposefully (fonts, font size & color, alignment, bullets, numbering, superscript, subscript, etc.)
	I
	D

	Save a document
	I
	D

	Use spell check
	I
	D

	Access and use various toolbars
	I
	D

	Insert, manipulate and edit graphics
	I
	D

	Use basic paint tools
	I
	D

	Use graphic organizers for pre-writing, brainstorming and planning projects
	D
	D

	Spreadsheet Skills
	
	

	Enter data into cells
	I
	D

	Create, format and print a bar and pie graph
	I
	D

	Presentation and Publication Skills
	
	

	Create and present a multimedia presentation 
	I
	D

	Publish a created project (e.g. webpage, brochure, booklet)
	I
	D


	Internet Safety
	3
	4

	Know basic “Netiquette” rules for email 
	I
	D


Grades 5 and 6

	Ethical Behavior
	5
	6

	Cite Sources
	
	

	Acknowledge sources used
	D
	M

	Use MLA format
	I
	D

	Create Bibliography and/or Works Cited pages
	D
	D

	Understand copyright & plagiarism issues 
	D
	D

	Adhere to the Acceptable Use Policy
	M
	R

	Respect the work of others
	R
	R

	Demonstrate correct care and use of computers
	R
	R

	Maintain password security
	IDM
	R


	Basic Operation 
	5
	6

	Use correct keyboarding skills
	D
	M

	Use copy/paste (within and between programs)
	ID
	M

	Use keyboard shortcuts
	D
	D

	Print with no assistance
	M
	R

	Toggle between two or more programs
	D
	D

	Navigate among applications, folders, documents, etc.
	D
	M

	Use toolbars and menus
	D
	D

	Differentiate among file type extensions (.ppt, .doc, .xls, .jpeg, mp3, etc.)
	I
	D

	Know correct computer terminology (e.g. desktop, mouse, file, folder, .doc)
	D
	D

	Use the find file/spotlight feature
	I
	D

	Use help tools (menus, balloons, etc.)
	I
	D

	Troubleshoot basic hardware issues (e.g. check cable connections, use flash drive)
	I
	D

	Troubleshoot basic software issues (e.g. force quit, refresh screen)
	I
	D


	Use of the Network
	5
	6

	Know basic network terminology (login, logout, server, local, etc.)
	I
	D

	Login/logout
	IDM
	R

	Access and save to network folders
	IDM
	R

	Create and manage folders in various locations (network, local, flash media, etc.)
	I
	D

	Manage passwords
	I
	D


	Collaboration Skills
	5
	6

	    Use collaborative technology options (e.g. flash media, video conferencing)
	I
	D


	Productivity & Communication Skills
	5
	6

	Global Productivity & Communication Skills
	
	

	Use a template (Word, PowerPoint, Inspiration, webpage, etc.)
	D
	D

	Setup a file (page setup, margins, document, slide, canvas, etc)
	I
	D

	Use formatting features purposefully (fonts, font size & color, alignment, bullets, numbering, superscript, subscript, etc.)
	D
	D

	Know design rules for selected applications
	I
	D

	Save a document to different locations/ rename files
	D
	D

	Use spell check
	D
	M

	Use grammar check
	I
	D

	Access and use various toolbars
	D
	D

	Insert, manipulate and edit graphics
	D
	D

	Save, use, and appropriately credit images from websites
	I
	D

	Use basic paint tools
	D
	M

	Insert hyperlink
	I
	D

	Use digital cameras and scanners
	I
	D

	 Integrate use of two or more applications to create a product
	I
	D

	Use graphic organizers for pre-writing, brainstorming and planning projects
	D
	D

	Take a screen shot
	I
	D

	Word Processing Skills
	
	

	Insert a table & use format options
	I
	D

	Insert columns
	I
	D

	Insert headers & footers
	I
	D

	Spreadsheet Skills
	
	

	Enter data into cells
	M
	R

	Create and format a table 
	IDM
	R

	Create, format and print a graph
	D
	M

	Export to other applications (PowerPoint, Word, etc.)
	ID
	DM

	Use functions (sum, average, mean, median, mode, range, own functions, etc.)
	I
	D

	Presentation and Publication Skills
	
	

	Create and present a multimedia presentation (SMARTBoard, video, audio, slideshow, etc.)
	D
	D

	Publish a created project (e.g. web page, brochure, booklet)
	D
	D


	Internet Safety
	5
	6

	Know basic “Netiquette” and safety rules for email 
	D
	D

	Know basic “Netiquette” and safety rules for social networking
	I
	D


Grades 7 and 8

	Ethical Behavior
	7
	8

	Cite Sources
	
	

	Acknowledge sources used
	R
	R

	Use MLA format
	D
	M

	Create Bibliography
	D
	M

	Understand copyright & plagiarism issues 
	D
	M

	Adhere to the Acceptable Use Policy
	R
	R

	Respect the work of others
	R
	R

	Demonstrate correct care and use of computers
	R
	R

	Maintain password security
	R
	R


	Basic Operation 
	7
	8

	Use correct keyboarding skills
	R
	R

	Use copy/paste (within and between programs)
	R
	R

	Use keyboard shortcuts
	D
	M

	Print with no assistance
	R
	R

	Toggle between two or more programs
	D
	M

	Navigate among applications, folders, documents, etc.
	R
	R

	Use toolbars and menus
	D
	M

	Differentiate among file type extensions (.ppt, .doc, .xls, .jpeg, mp3, etc.)
	D
	M

	Know correct computer terminology (e.g. desktop, mouse, file, folder, .doc)
	D
	M

	Use the find file/spotlight feature
	D
	M

	Use help tools (menus, balloons, assistants, etc.)
	D
	M

	Troubleshoot basic hardware issues (e.g. check cable connections)
	D
	M

	Troubleshoot basic software issues (e.g. force quit, refresh screen)
	D
	M


	Use of the Network
	7
	8

	Know basic network terminology (login, logout, server, local, etc.)
	D
	M

	Login/logout
	R
	R

	Access network folders
	R
	R

	Create and manage folders in various locations (network, local, flash media, etc.)
	D
	M

	Manage passwords/ email accounts
	D
	M


	Collaboration Skills
	7
	8

	    Use collaborative technology options (e.g. email, shared files, flash media, video conferencing)
	D
	D


	Productivity & Communication Skills
	7
	8

	Global Productivity & Communication Skills
	
	

	Use a template (Word, PowerPoint, Inspiration, webpage, etc.)
	D
	M

	Setup a file (page setup, margins, document, slide, canvas, etc)
	D
	M

	Use formatting features purposefully (fonts, font size & color, alignment, bullets, numbering, superscript, subscript, etc.)
	D
	M

	Know design rules for selected applications
	D
	M

	Save a document to different locations/ rename files
	D
	M

	Use spell check
	R
	R

	Use grammar check
	D
	M

	Access and use various toolbars
	D
	M

	Insert, manipulate and edit graphics
	D
	D

	Save, use, and appropriately credit images from websites
	D
	M

	Use basic paint tools
	R
	R

	Insert hyperlink
	D
	M

	Use digital cameras and scanners
	D
	M

	 Integrate use of two or more applications to create a product
	D
	M

	Access and use email
	ID
	DM

	Create and manage attachments
	I
	D

	Use graphic organizers for pre-writing, brainstorming and planning projects
	D
	M

	Take a screen shot
	D
	M

	Word Processing Skills
	
	

	Insert a table & use format options
	D
	M

	Insert columns
	D
	M

	Insert headers & footers
	D
	M

	Spreadsheet Skills
	
	

	Enter data into cells
	R
	R

	Create and format a table 
	R
	R

	Create, format and print a graph
	R
	R

	Export to other applications (PowerPoint, Word, etc.)
	R
	R

	Use functions (sum, average, mean, median, mode, range, own functions, etc.)
	D
	D

	Presentation and Publication Skills
	
	

	Create and present a multimedia presentation (SMARTBoard, video, audio, slideshow, etc.)
	D
	D

	Publish a created project (e.g. web page, brochure, booklet)
	D
	D


	Internet Safety
	7
	8

	Know basic “Netiquette” and safety rules for email 
	D
	M

	Know basic “Netiquette” and safety rules for social networking
	D
	M

	Be able to adapt language and diction to suit audience and purpose in online communication.
	I
	D


Grades 9-12

	Ethical Behavior
	9-12

	Cite Sources
	

	Acknowledge sources used
	R

	Use MLA format
	R

	Create Bibliography
	R

	Understand copyright & plagiarism issues 
	R

	Adhere to the Acceptable Use Policy
	R

	Respect the work of others
	R

	Demonstrate correct care and use of computers
	R

	Maintain password security
	R


	Basic Operation 
	9-12

	Use correct keyboarding skills
	R

	Use copy/paste (within and between programs)
	R

	Use keyboard shortcuts
	R

	Print with no assistance
	R

	Toggle between two or more programs
	R

	Navigate among applications, folders, documents, etc.
	R

	Use toolbars and menus
	R

	Differentiate among file type extensions (.ppt, .doc, .xls, .jpeg, mp3, etc.)
	R

	Know correct computer terminology (e.g. desktop, mouse, file, folder, .doc)
	R

	Use the find file/spotlight feature
	R

	Use help tools (menus, balloons, assistants, etc.)
	R

	Troubleshoot basic hardware issues (e.g. check cable connections)
	R

	Troubleshoot basic software issues (e.g. force quit, refresh screen)
	R


	Use of the Network
	9-12

	Know basic network terminology (login, logout, server, local, etc.)
	R

	Login/logout
	R

	Access network folders
	R

	Create and manage folders in various locations (network, local, flash media, etc.)
	R

	Manage passwords/ email accounts
	R


	Collaboration Skills
	9-12

	 Use collaborative technology options (e.g. email, shared files, flash media, video conferencing)
	D


	Productivity & Communication Skills
	9-12

	Global Productivity & Communication Skills
	

	Use a template (Word, PowerPoint, Inspiration, webpage, etc.)
	R

	Setup a file (page setup, margins, document, slide, canvas, etc)
	R

	Use formatting features purposefully (fonts, font size & color, alignment, bullets, numbering, superscript, subscript, etc.)
	R

	Know design rules for selected applications
	R

	Save a document to different locations/ rename files
	R

	Use spell check
	R

	Use grammar check
	R

	Access and use various toolbars
	R

	Insert, manipulate and edit graphics
	M

	Save, use, and appropriately credit images from websites
	R

	Use basic paint tools
	R

	Insert hyperlink
	R

	Use digital cameras and scanners
	R

	 Integrate use of two or more applications to create a product
	R

	Access and use email
	R

	Create and manage attachments
	M

	Use graphic organizers for pre-writing, brainstorming and planning projects
	R

	Take a screen shot
	R

	Word Processing Skills
	

	Insert a table & use format options
	R

	Insert columns
	R

	Insert headers & footers
	R

	Spreadsheet Skills
	

	Enter data into cells
	R

	Create and format a table 
	R

	Create, format and print a graph
	R

	Export to other applications (PowerPoint, Word, etc.)
	R

	Use functions (sum, average, mean, median, mode, range, own functions, etc.)
	M

	Presentation and Publication Skills
	

	Create and present a multimedia presentation (SMARTBoard, video, audio, slideshow, etc.)
	M

	Publish a created project (e.g. web page, brochure, booklet)
	M


	Internet Safety
	9-12

	Know basic “Netiquette” and safety rules for email 
	R

	Know how to write a formal or business email.
	IDM

	Be able to adapt language and diction to suit audience and purpose in online communication.
	MR

	Know how to preserve anonymity in blogs or online forums.
	IDM

	Employ basic safeguards to protect against computer viruses and malware.
	IDM

	Know warning signs of an Internet or email scam and be able to avoid it.
	IDM


