
Regular BOE Meeting
Wednesday, March 7, 2018 7:00 PM
Auditorium, 129 Church Street, Bristol, CT 06010

1. CALL TO ORDER/NATIONAL ANTHEM/PLEDGE OF 
ALLEGIANCE/MOMENT OF SILENCE

2. APPROVAL OF MINUTES - February 7, 2018 - 
Regular Meeting

3. COMMITTEE REPORTS Presenter: 
Commissioners

4. CHAIRMAN REPORT

5. STUDENT REPRESENTATIVE REPORTS

6. SUPERINTENDENT REPORT

7. CONSENT AGENDA

7.1. Personnel

7.1.a. Teacher Retirements - Effective end of 
the 2017-2018 School Year*

7.1.b. Teacher Resignation*

7.1.c. A-2 Resignation - Effective January 30, 
2018

7.1.d. A-2 Appointment - Effective February 8, 
2018

7.2. Grants

7.2.a. Consolidated Federal Grant

8. PUBLIC COMMENT

9. DELIBERATED ITEMS/DISTRICT LEADERSHIP TEAM 
REPORTS

9.1. Appointment of the Assistant Superintendent of 
Schools

9.2. Authorization to sign Special Education 
Outplacement Contracts

10. CURRICULUM REVISION

10.1. Information Processing I Curriculum

11. NEW BUSINESS

12. INFORMATION

13. LIAISON REPORTS

14. VOTE TO CONVENE INTO EXECUTIVE SESSION for the 
purpose of discussing:

15. RECONVENE INTO PUBLIC SESSION to take any votes 
on items discussed in Executive Session

16. ADJOURNMENT



 
 

  

 

BOARD OF EDUCATION  
Bristol, Connecticut  

February 7, 2018 – Regular Meeting Minutes 
 
The regular meeting of the Bristol Board of Education was held on Wednesday, February 7, 2018 at 7:00 p.m., 
in the auditorium of the Board of Education Administration Building, located at 129 Church Street, Bristol, 
Connecticut.  
 
PRESENT: Commissioners:  Jeff Caggiano, Joseph Grabowski, Karen Hintz, David Scott, Tina Taylor and 
Karen Vibert and Christopher Wilson; Dr. Susan Kalt Moreau, Superintendent, Dr. Sam Galloway, Director 
of Human Resources and Peter Kelley, City Council Liaison 
 
ALSO PRESENT: Jill Browne, Business Administrator, Dr. Michael Dietter, Director of Special Services 
and Carly Fortin, Director of the Office of Teaching and Learning  

 
EXCUSED: Commissioners Jennifer Dube, Thomas O’Brien  
 
CALL TO ORDER/PLEDGE OF ALLEGIANCE/MOMENT OF SILENCE 
Chairman Wilson called the meeting to order at 7:01 p.m. Due to inclement weather and the students being 
out of school today, there will be no performance of The National Anthem. Chairman Wilson asked the 
audience to stand for the Pledge of Allegiance. 
 
APPROVAL OF MINUTES 

 

January 3, 2018 – Regular Meeting Minutes 
On motion by Commissioner Hintz and seconded by Commissioner Taylor it was  
 
VOTED:  That the Board of Education approve the minutes from the January 3, 2018 Regular Meeting 
as written. Chairman Wilson abstained. 
 
COMMITTEE REPORTS 

 

Finance 

Commissioner Vibert reported that at last month meeting under Information Commissioner Caggiano had 
requested some information; however, she will provide answers to those questions under the Finance report. 
Commissioner Caggiano had done research and raised questions. Question: Information within the July 16, 
2016 minutes was being questioned; the actual meeting date was July 6, 2016. Question: Why was there 
retro pay for café moms? Answer: There was retro pay because they had been working for three years 
without a contract; all three years were captured in the number that is given in the meeting minutes.  

Question: Why are we finding out some cafeteria information late? Answer: Some of the information is 
based on inventory and traditionally we have not received those numbers from the city until they have 
completed their audit. Last night in the Finance Committee meeting John Smith said we may be able to get 
that information earlier; Dr. Moreau will be reaching out to the comptroller about that. Question: 
Information on the Community Eligibility Program: Answer: CEP has been extremely successful in the two 
schools that we are currently running the program, both financially and more importantly for the students. 
There are now a lot of students getting meals who otherwise would not have, so they have breakfast, lunch 
and sometimes are able to carry a snack over for later in the day. Figures on that program will be presented 
later this evening. Question: Should we reconsider outsourcing food services? Answer: No. The reason we 
run a deficit is based on the pension and pension payments will be required by us whether we outsource or 
not, so if we outsource, it would not save us any money. 

The minutes presented within this document are a summary of the discussion that took place at the Board of Education meeting. To 

view the meeting in its entirety and hear full reports please go to: http://nutmegtv.org/video-on-demand/single/?id=35416.  
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Commissioner Vibert reported on the recent Blum Shapiro Operational Audit. She briefly shared with the 
board the fifteen recommendations that were given to Board of Education; some recommendations were 
already in place or in process before the audit; while other recommendations are currently being addressed, 
and implementation should occur in the very near future.   Commissioner Vibert asked for a financial update 
from Mrs. Jill Browne, Business Administrator.  
 
Mrs. Brown reported that: We did encumber salaries on January 29th and 30th and because of that the 
financial summary sheet looks very different. Last month the sheet showed that we had just under $54 
million dollars in our available budget, and as of February 2nd it shows that we have $12,182,341; that 
represents 89% expended. One thing we learned from encumbering salaries is that we did have some 
movement due to retirements, so we will have some funding available in that line to put towards the Special 
Education deficit; at this time we believe will have approximately half a million dollars. In the meantime, 
we have reached out to principals and department heads to get an idea of where we will end up at the end of 
year based on what additional costs have been encumbered and need to be planned for. Dr. Moreau added 
that this is just a snapshot in time, there may be additional costs in special education that will not allow us to 
put that much towards the deficit. 
 
Questions followed regarding the omission of information from the Blue Shapiro Audit report. For the sake 
of time, Commissioner Vibert’s report spoke only to recommendations; not the actions. 
 
Dr. Dietter reported that: We are holding at 44 displaced students currently enrolled in the district, some 
families have chosen to relocate because their homes have been certified as safe and rebuildable, and others 
have just left without further explanation. 
   
Percentage of New Enrollment: Last month the percentage of new enrollments, that arrived with eligibility 
was special education and related services was approximately 30% which is roughly twice the state average 
and about12% higher than what we are currently here in district. These are numbers we will continue to 
track because it does have implications on the budget, last night we spoke about reporting out on those 
figures each month at the Finance Committee as well as trying to attach a figure to what those costs may be 
as a forecast for subsequent months.  
 
Excess Cost: We did receive notification from the State Department regarding Excess Cost. This year’s 
entitlement will total $4,281,193; it is less than what we had received last year although our costs are up. 
The entitlement reimbursement is lower and that will have an impact on the offset for the deficit. We 
conducted a line by line analysis of all our students, and we are still projecting that once we apply the 
Medicaid and the excess cost offset, we are going to be looking at approximately 1.3 to 1.5-million-dollar 
deficit. 
 
Questions followed regarding the excess cost formula, and how it relates to our expenses. We are entitled to 
6 million dollars’ worth of expenses, but since Connecticut does not adequately fund districts we received 
4.2 million instead and the burden falls on the district to cover the remaining costs. We should reach out to 
our legislators. Special Education Day is next month at the Capitol and Bristol is on the agenda; we will 
attend and advocate for those considerations. 
 
Commissioner Vibert reported that a food services report will not be given this month, because those 
numbers are just starting to come out. We will report on them next month. 
 
Policy  
Commissioner Taylor reported that the committee met, and they have forwarded policy revisions to the full 
board for a vote later this evening.  
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Communications & Community Relations 

Commissioner Caggiano reported that the committee met and set meeting dates for 2018: They are April 
25th, July 11th and October 24th.  The committee would like for people to attend and participate. At the last 
meeting Sarah Mitchell, (Community Outreach and Mentor Program Coordinator for the district) and Mark 
Thomas from the City’s Marketing Department were in attendance. There are a lot of partnerships that we 
are looking to do, so we would love to have much more community involvement and a lot more 
communication coming out of the committee and the school district. Commissioner Vibert did share that her 
fun facts that she posted on Facebook were great, so we are going to give this task over to Sarah. There are a 
lot of great things happening in the school system, that we need to make sure that we get them out there. 
Sarah is also working on her newsletter, the committee discussed way to potentially cut down the printing 
cost of the newsletter; Dr. Dietter has offered some services for the in-house Xerox copy center. The 
committee is really looking to broaden that out to more social media and other areas. Chairman Wilson gave 
a plug to the In-House Copying center at Bristol Eastern that is a great service that our students and 
technology will provide to the school community and the City of Bristol. 
 
CHAIRMAN REPORT   
Due to inclement weather we will forgo the Chairman’s Report this evening.  
 
STUDENT REPRESENTATIVES REPORT 
Due to no school today, there will be no Student Representative Reports. 
 
SUPERINTENDENT REPORT 
Due to the weather the FRC presentation and staff recognition will be presented at next month’s meeting.   
 

Superintendent Recommended 2018-2019 General Fund Budget 

Dr. Moreau presented the Superintendent’s Recommended 2018-2019 General Fund Budget. This 
presentation is a high-level summary of the culmination of information that commissioners heard over the 
course of four budget workshops. Dr. Moreau thanked her team: Jill Browne, Mike Dietter, Carly Fortin and 
Sam Galloway as well as all our administrators here and in the schools. As well as diligent Business Office 
staff; Jodi Bond and Laurie Christopher our accountant and payroll person who really have a lot of work to 
do in putting this budget together. The Superintendents recommended 2018-2019 General Fund Budget 
totals: $118,44,933, this total represents a 2.9% increase. 
 
2018-2019 Food Services Budget 
Dr. Moreau presented the 2018-2019 Food Services Budget. The total 2018-2019 Food Services Budget 
totals: $2,922,672.00. 
 
Commissioners will vote on the 2018-2019 General Fund Budget and the 2018-2019 Food Services Budget 
under Deliberated Items. 
 
CONSENT AGENDA 

 

Commissioner Taylor requested that Item 7.1.a - Teacher Retirement be pulled out for further discussion. 
 
On motion by Commissioner Caggiano; seconded by Commissioner Vibert it was unanimously  
VOTED:  That the Board of Education approve the following Consent Agenda items:  
 
Teacher Resignations 
Joan Bostrom – SSS – Special Education, GOAL – Effective January 26, 2018 
Kristen Cavaliere – CHMS – Special Education – Effective last day of 2017–2018 school year 
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Teacher Request for an Unpaid Leave of Absence 
Amy Bovin – BEHS – Music – Effective August 26, 2018 through June 24, 2019 
 

Teacher Request for an Extended Unpaid Leave of Absence 

Kathryn Provencal – SSS – Grade 3 – Extending LOA return date from February 16, 2018 to return date of 
April 13, 2018. 
 

Grants 
2017–2018 Alliance Grant 
Bilingual Education Grant 
Title III Grant 
 
Teacher Retirement – Effective June 29, 2018 
Commissioner Taylor spoke to the retirement of Lori Eschner, Art Department Chair. Mrs. Eschner is 
looked up to across the state for her work and leadership. She has been a teacher in Bristol for the last 41 
years. Commissioner Taylor thanked her for her service to Bristol, and she will be missed by all. 
 
On motion by Commissioner Caggiano; seconded by Commissioner Taylor it was unanimously  
 
VOTED:  That the Board of Education approve the following Teacher Retirement – Effective June 29, 
2018 
Lori Eschner – City – Art Teacher 
 
PUBLIC COMMENT 

No members of the public wished to address the Board. 
 

DELIBERATED ITEMS/DISTRICT LEADERSHIP TEAM REPORTS   
Quarterly Enrollment Numbers 
Dr. Galloway presented the Quarterly Enrollment Numbers for the district. Commissioners were provided a 
copy of the quarterly enrollment report. Dr. Galloway pointed out schools and areas that are being watched: 
Edgewood Kindergarten and 5th grade; Greene Hills Grade 1; Ivy Drive Grade 5; South Side Kindergarten 
and Grade 2; Chippens Hill is watched student by student; Bristol Central saw a student increase of 25 and 
Bristol Eastern is down 12 students. The total quarterly enrollment for the district is 8,160 students. 
 
Authorized Signatory for the Bristol Board of Education 
With the hiring of Jill Browne, as Business Administrator, the Board must add her on as an authorized 
signatory for the Bristol Board of Education. Commissioner Vibert read the authorization resolution: 
 
Resolved, the Board of Education authorizes its Superintendent of Schools, Susan Kalt Moreau. Ph.D. to 

sign contracts, financial transmittals and payments on behalf of the Board of Education and authorizes its 

Business official Jill Browne to sign contracts, financial transmittals and payments on behalf of the Board of 

Education. 
 

On motion by Commissioner Vibert; seconded by Commissioner Caggiano and following a roll call vote; it 
was unanimously  
 
VOTED:  That the Board of Education adopt the resolution effective February 7, 2018 that authorizes its 
Superintendent of Schools, Susan Kalt Moreau. Ph.D. to sign contracts, financial transmittals and 
payments on behalf of the Board of Education and authorizes its Business official Jill Browne to sign 
contracts, financial transmittals and payments on behalf of the Board of Education. 
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Superintendent’s Recommended Budget for the 2018–2019 School Year 
Commissioners received the budget presentation earlier in the evening under the Superintendents Report.  
 
On motion by Commissioner Vibert; seconded by Commissioner Taylor it was unanimously 
 
VOTED:  That the Board of Education recommend approval of 2018-2019 Board of Education budget in 
the amount of $113,633,181. 
 
Food Services Budget for the 2018–2019 School Year 

On motion by Commissioner Vibert; seconded by Commissioner Hintz it was  
 
VOTED:  That the Board of Education approve the 2018-2019 Food Services Budget for the Bristol 
Public Schools in the amount of $2,922,672. Commissioner Caggiano Opposed. 
 
Discussion under this topic included: Commissioner Caggiano will continue to ask questions about this 
budget and he will continue to seek clarification of how our numbers are represented and presented to the 
board. 
 

POLICY REVISION 

All policies voted on this evening have been discussed in depth at the Policy Committee Meeting.  
 
Policy 3160 – Transfer of Funds between Categories: Amendments – Revised 
On motion by Commissioner Taylor; seconded by Commissioner Hintz it was unanimously  
 
VOTED:  That the Board of Education approve Policy 3160 – Transfer of Funds between Categories: 
Amendments as recommended by the Board of Education Policy Committee.  
 
Policy 4140 – Compensation Guides and Contracts – Revised 
On motion by Commissioner Taylor; seconded by Commissioner Hintz it was unanimously  
 
VOTED:  That the Board of Education approve Policy 4140 – Compensation Guides and Contracts as 
recommended by the Board of Education Policy Committee. 
 
Policy 5118 – Nonresident Attendance – Revised 

On motion by Commissioner Taylor; seconded by Commissioner Hintz it was unanimously  
 
VOTED:  That the Board of Education approve Policy 5118 – Nonresident Attendance as recommended 
by the Board of Education Policy Committee. 
 
Policy 6115 – Instruction – Ceremonies and Observances – Revised 
On motion by Commissioner Taylor; seconded by Commissioner Hintz it was unanimously  
 
VOTED:  That the Board of Education approve Policy 6115 – Instruction – Ceremonies and Observances 
as recommended by the Board of Education Policy Committee. 
 
Regulation 6115 – Instruction – Ceremonies and Observances – Revised 

On motion by Commissioner Taylor; seconded by Commissioner Hintz it was  
 
VOTED:  That the Board of Education approve Regulation 6115 – Instruction – Ceremonies and 
Observances as recommended by the Board of Education Policy Committee. Commissioner Caggiano 
Opposed. 
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Regulation 6115 – Instruction – Ceremonies and Observances – Revised – con’t 

Discussion under this topic included an explanation of policy versus regulation and clarification of how the 
district would exercise observance of all major religious holidays, and the burden it could potentially put on 
teachers.  
 

NEW BUSINESS 

Commissioner Vibert shared that this evening is Chairmen Wilson’s birthday. 
 
INFORMATION 
Commissioner Caggiano shared that on February 21st at 7:00 p.m. at City Hall in the employee lounge there 
will be Charter Revision Committee meeting, it is the first of a series meetings. One of the topics up for 
discussion is Term Limits; which will directly affect the Board of Education.  Two years ago, both 
Commissioner Caggiano and Chairman Wilson testified before the committee that term limits could 
adversely affect the Board of Education. In less than six years we will effectively “term limit” the entire 
board. Commissioner Caggiano has researched other districts in the area and found that they have rotating 
elections which could de-politicize the board. He would like to see the Board of Education put forth 
proposals regarding this issue.  He shared his suggestion that at the next election we establish classes with a 
six-year term, a four-year term and a two-year term, and the classes would rotate every other year. Chairman 
Wilson has scheduled a meeting to speak with CABE about this topic and review the election practices of 
districts across the state. He hopes that after his two previous appearances this time the revision committee 
will heed these governance suggestions. 
 
Commissioner Scott shared that he feels he has been lied to, and he is hurt and by this. In the past few 
months there has been a lot going on, and he feels following Blue Shapiro’s final audit report where it 
professed that there “was nothing to see here”, and the board’s attitude of “just keep looking along”; is a 
poor thing; and he is disappointed by that. He believes there is more to the audit report, and he encourages 
people to go and read through the entire report. There are changes that need to be made and he would like to 
speak with Commissioner Wilson about them and for him to take them seriously. He will not continue to 
serve on a board where he is lied to. Chairman Wilson said he is open to discussion with Commissioner 
Scott to share his concerns.  
 
LIAISON REPORTS 
Commissioner Scott reported on activities at Edgewood School.  Upcoming events include the newspaper 
club sponsoring a Valentine’s Day “shout out” fundraiser and March 2nd is Read Across America Day in 
celebration of Dr. Seuss’s birthday. He encouraged commissioners to take part in the day.  
 
Dr. Moreau shared that any commissioner who would like to read on March 2nd should get in touch with the 
school principal.  
 
INFORMATION – con’t 

Commissioner Hintz shared what the purpose of the Information section of the agenda is to be used for; the 
section is to be used to share information that is happening in the community that people may not be aware 
of. All board members are liaisons to schools so that information would fall under the Liaison Reports. 
Information is to share the goings on in the community, goings on in education on a state or national level; it 
is not to play “gotcha.” As of late, she is appalled at the number of times this section of the agenda has been 
used to bring up items that belong in the committees where the real discussion of the work that we do 
occurs. If we need to have more training on how the board agenda works, then she recommends that we do 
that. Commissioners have all been on the board long enough to understand the agenda process. 
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ADJOURNMENT 
There being no other business to come before the Board of Education the meeting should adjourn. (8:18 

p.m.) 
 
Respectfully Submitted (from the recorded meeting) 

Susan P. EverettSusan P. EverettSusan P. EverettSusan P. Everett    

Susan P. Everett 
Executive Secretary to Board of Education 
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Bristol Public Schools
Office of Teaching & Learning

Department Business

Department Philosophy The Business Department curriculum enables students to acquire and strengthen literacy, numeracy, 
decision-making, and computer skills through a series of three coordinated course pathways:  Accounting, 
Computer Information Systems, and Business Management. Students will actively use technology as a tool 
to gather, analyze, and communicate information, solve problems, and make responsible, ethical decisions. 
Our focus will be to assist and encourage each student to use education to develop leadership, 
interpersonal and technological skills necessary for post-secondary, professional, and personal success in a 
competitive global marketplace.

Course Information Processing 1

Course Description for 
Program of Studies

Computer literacy and competence is an essential skill set in today's world. This course gives students a 
strong foundation in technology skills that are crucial to all students in pursuit of academic and career 
success. Students will learn how to use computer technology to access and organize information, and how 
to effectively use the Microsoft Office Suite programs such as Word, Excel, and PowerPoint. Students will 
also learn how to use the Microsoft Windows operating system to help them in their work, as well as basic 
computer graphics, selected utilities and online collaborative applications such as Google Docs.  It is highly 
recommended all students take this course.

Grade level 9, 10, 11, 12

Pre-requisites No Prerequisite

Credit (if applicable) 0.5 Academic Credit
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COURSE STANDARDS BY UNIT OF INSTRUCTION

P indicates standard will be a priority for the unit; S indicates a supporting standard

District Learning Expectations and 
Standards

Keyboarding Computer 
Basics

Internet 
Skills

Microsoft 
Word

Microsoft 
Excel

Microsoft 
PowerPoint

Google Drive/Docs

A. Impact on Society: Assess the impact of information technology in a global society.
1. Describe the impact of technology on 
the knowledge and skills needed for 
success in the workplace.

P S P S S S

B. Devices and Components: Identify devices and components appropriate for specific task.
2. Identify the purpose, operation, and 
care of all types of devices and 
components.

P

3. Identify examples of emerging hardware 
technologies.

S P

C. Operating Systems and Utilities: Describe various types of operating systems and utilities.
4. Manage files and folders. P S S S S
D. Input Technologies: Use various input technologies to enter and manipulate information appropriately.
5. Develop proper input techniques such 
as keying, scanning, digital cameras, virtual 
keypad, recognition of developing 
technologies, the use of a multi-touch 
screen, mouse/pad or stylus, speech 
recognition, student response systems, 
digital inking, and any new emerging 
technology.

P S

6. Apply a variety of input technologies to 
maximize productivity.

P S P P P P

E. Applications: Identify, evaluate, select, install, use, upgrade, troubleshoot, and customize applications.
7. Evaluate and select the appropriate 
applications to productively complete 
tasks.

S
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UNIT ONE 
KEYBOARDING

KEYBOARDING
UNWRAPPED STANDARDS

Standard Type of Standard Concepts  and Disciplinary-Specific Vocabulary Academic 
Vocabulary

X Content Knowledge

Skill (Problem-Solving, 
Writing, Speaking, 
Listening, Reasoning)
Physical Skill
Product development

1 Describe the impact of technology on the 
knowledge and skills needed for success in 
the workplace.

Learning Behavior

Touch Type
Alphabetic Keys
Numeric Keys
Numeric Keypad

Proofreading
Revisions
Keyboard
Editing

X Content Knowledge
Skill (Problem-Solving, 
Writing, Speaking, 
Listening, Reasoning)
Physical Skill
Product development

3 Identify examples of emerging hardware 
technologies.

Learning Behavior

QWERTY Keyboard
Numeric Keypad

Keyboard

Content Knowledge
Skill (Problem-Solving, 
Writing, Speaking, 
Listening, Reasoning)

X Physical Skill
Product development

5 Develop proper input techniques such as 
keying, scanning, digital cameras, virtual 
keypad, recognition of developing 
technologies, the use of a multi-touch 
screen, mouse/pad or stylus, speech 
recognition, student response systems, 
digital inking, and any new emerging 
technology.

Learning Behavior

Home Row
Technique
Touch Type
Accuracy
GWAM (Gross Words A Minute)
WPM (Words Per Minute)
QWERTY
Alphabetic Keys
Numeric Keys
Numeric Keypad
NumLock
Symbols
Shortcuts

Keyboard
Proofreader 
Marks
Proofreading
Editing
Revisions
Posture

KEYBOARDING ESSENTIAL QUESTIONS
1. How are accurate keyboarding skills significant in relation to business and industry careers?
2. Why are correct keyboarding skills important in relation to productivity and accuracy?
3. What is the significance of ergonomics while in front of a computer?
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Standard
#

Objective(s)
The students will be able to:

Summative 
Assessment Strategy

Additional Student Outcomes
If applicable

Common Learning Experiences
if applicable

Selected Response Reading Writing Math Tech.

x Constructed 
Response

Performance 

1 1.1.1 Explain the importance 
and value of correct 
keyboarding technique

Observation

x Selected Response Reading Writing Math Tech.

x Constructed 
Response

Performance 

3 1.2. 3 Explain the function of a 
QWERTY keyboard
Explain the purpose of a 
numeric keypad

Observation
Selected Response Reading Writing Math Tech.

Constructed 
Response

x Performance 

5 1.3.5 Demonstrate proper 
keyboarding posture and touch 
typing technique

x Observation

ADDITIONAL CONSIDERATIONS
COMMON MISCONCEPTIONS PRIOR KNOWLEDGE NEEDED TO MASTER 

STANDARDS FOR THIS UNIT
ADVANCED STANDARDS FOR STUDENTS WHO HAVE 

DEMONSTRATED PRIOR MASTERY
(by unit, grade, or course)

OPPORTUNITIES FOR STUDENT-
DIRECTED LEARNING WITHIN 

THE UNIT
DEEPER EXTENDEDBelief that proper keyboarding does 

not matter

Not hard to learn

Proper technique does not impact 
speed/accuracy

Curriculum could be compacted 
for students who demonstrate a 
mastery level with keyboarding 
as an inputting technique.

UNIT TWO
 COMPUTER BASICS

COMPUTER BASICS UNWRAPPED STANDARDS
Standard Type of Standard Concepts  and Disciplinary-

Specific Vocabulary
Academic Vocabulary

X Content Knowledge1 Describe the impact of technology on 
the knowledge and skills needed for 
success in the workplace. Skill (Problem-Solving, Writing, 

Speaking, Listening, Reasoning)

Menu Commands
Monitor
Keyboard

Data
Information
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Physical Skill
Product development
Learning Behavior

Input Devices
Output Devices
Operating Systems
Hardware
Software
Program / Application
Network
Smart Phone
Cloud Storage
Cloud

X Content Knowledge

X Skill (Problem-Solving, Writing, 
Speaking, Listening, Reasoning)
Physical Skill
Product development

2 Identify the purpose, operation, and 
care of all types of devices and 
components.

Learning Behavior

Input Devices
Hard Drive
Mouse
USB Port
Output Devices
WebCam
Hardware
Software
CDs
DVDs
USBs
Malware
Firewall
Virus Scan
Backup

X Content Knowledge
Skill (Problem-Solving, Writing, 
Speaking, Listening, Reasoning)
Physical Skill
Product development

3 Identify examples of emerging hardware 
technologies.

Learning Behavior

Input Devices
Hard Drive
Memory
RAM
ROM
Power Supply
Motherboard
Output Devices
WebCam
Hardware
Software
CDs
DVDs
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USBs
Network
Server
Backup

Content Knowledge

X Skill (Problem-Solving, Writing, 
Speaking, Listening, Reasoning)
Physical Skill

Product development

4 Manage files and folders.

Learning Behavior

Menu Commands
Hard Drive
Operating Systems
Network
Server
Cloud Storage
Cloud
Backup
File folder
Directory
Root Directory
Drive
File
Nesting
Subsequent
Navigation Pane
Open / Close
Upload
Download

Computer

Content Knowledge

Skill (Problem-Solving, Writing, 
Speaking, Listening, Reasoning)

X Physical Skill

Product development

5 Develop proper input techniques such as 
keying, scanning, digital cameras, virtual 
keypad, recognition of developing 
technologies, the use of a multi-touch 
screen, mouse/pad or stylus, speech 
recognition, student response systems, 
digital inking, and any new emerging 
technology.

Learning Behavior

Menu Commands
Input Devices
USB Port
Operating Systems
Hardware
Software
CDs
DVDs
USBs
Smart Phone
Tablet
Internet

X Content Knowledge

Skill (Problem-Solving, Writing, 
Speaking, Listening, Reasoning)

7 Evaluate and select the appropriate 
applications to productively complete 
tasks.

Physical Skill

word processing
multimedia
spreadsheet
presentations

graphics
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Product development

Learning Behavior

desktop publishing
browser
PDFs
search engine
email
utilities

COMPUTER BASICS ESSENTIAL QUESTIONS
1. What types of hardware, software, and communication technologies could be used at home, school, or work?
2. How do you care for a computer?
3. How can an operating system and file management system facilitate computer productivity?

Standard
#

Objective(s)
The students will be able to:

Summative Assessment 
Strategy

Additional Student Outcomes Common Learning Experiences

x Selected Response Reading Writing Math Tech.

x Constructed Response
Performance 

1 2.1.1  Explain how computers are 
used in the modern world using key 
terminology related to the 
standard such as:  Input Devices,
Output Devices, Operating 
Systems, Hardware, Software
Program / Application, Network
Smart Phone, Cloud Storage
Cloud

Observation

x Selected Response Reading Writing Math Tech.

x Constructed Response
Performance 

2 2.2.2 Describe how to care for the 
various parts of a computer  to the 
standard such as:  Malware
Firewall, Virus Scan, Backup Observation

x Selected Response Reading Writing Math Tech.

x Constructed Response
Performance 

3 2.3.3 Compare and contrast 
advances of computer technology

1.4.3 Predict the future of 
technology advances after reading 
about current trends in technology

Observation

x Selected Response Reading Writing Math Tech.
Constructed Response

x Performance 

4 2.5.4 Navigate computer operating 
system

2.6.4 Effectively use files and 
folders

Observation
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274 Know and use the following 
terminology:  Network, Server, 
Cloud Storage, Cloud, Backup
File folder, Directory, Root 
Directory, Drive, File, Nesting
Subsequent, Navigation Pane

Selected Response Reading Writing Math Tech.
Constructed Response

x Performance 

5 2.8.5 Demonstrate use of various 
input technologies 

Observation

Selected Response Reading Writing Math Tech.
Constructed Response

x Performance 

7 2.9.7Choose the appropriate 
applications for anticipated tasks

2.10.7  Describe the qualities and 
functions related to the following 
terms:  word  processing, 
multimedia
Spreadsheet, presentations
desktop publishing, browser
PDFs, search engine, email
utilities

Observation

ADDITIONAL CONSIDERATIONS
COMMON 

MISCONCEPTIONS 
PRIOR KNOWLEDGE NEEDED TO 
MASTER STANDARDS FOR THIS 

UNIT

ADVANCED STANDARDS FOR 
STUDENTS WHO HAVE 

DEMONSTRATED PRIOR MASTERY
(by unit, grade, or course)

OPPORTUNITIES FOR STUDENT-
DIRECTED LEARNING WITHIN THE UNIT

DEEPER EXTENDEDDifference among 
programs/applications

Types of file formats

Complex file 
management

Use of computer 
utility software 
(disk cleanup/disk 
defragment)

RESOURCES
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Additional computer utility system (i.e. Fast copy, PDF writer, file converters)
Physical examples of hardware - old and new versions

UNIT THREE 
INTERNET SKILLS

INTERNET SKILLS UNWRAPPED STANDARDS
Standard Type of Standard Concepts  and 

Disciplinary-Specific 
Vocabulary

Academic Vocabulary

X Content Knowledge

Skill (Problem-Solving, Writing, 
Speaking, Listening, Reasoning)
Physical Skill
Product development

1 Describe the impact of technology 
on the knowledge and skills 
needed for success in the 
workplace.

Learning Behavior

Internet
Search Engine
Browser
URL
Malware
Website
Webpage
Hyperlink
Digital Literacy
Internet Safety
Email
Internet Service 
Provider
Router
Modem
Hotspot
Password
WiFi / Wireless N
Download
Upload

Social Media
Cyber Bullying
Online Help
Copyright
Fair Use Laws
Citations

X Content Knowledge

X Skill (Problem-Solving, Writing, 
Speaking, Listening, Reasoning)
Physical Skill
Product development

6 Apply a variety of input 
technologies to maximize 
productivity.

Learning Behavior

Internet
Search Engine
Browser
URL
Website
Webpage
Hyperlink
Email
Hotspot

Digital Literacy
Online Help
Copyright
Fair Use Laws
Citations
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Password
Download
Upload
Attachment

INTERNET SKILLS ESSENTIAL QUESTIONS
1. What skills are necessary to efficiently and effectively navigate and use the Internet?

Standard
#

Objective(s)
The students will be able to:

Summative 
Assessment Strategy

Additional Student Outcomes Common Learning Experiences

X Selected Response Reading Writing Math Tech.

X Constructed 
Response

X Performance 

1 3.1.1. Demonstrate appropriate 
use of the Internet

Observation

X Selected Response Reading Writing Math Tech.

X Constructed 
Response

Performance 

1 3.2.1 Explain the importance of 
digital literacy using the 
following terminology 
accurately:    Social Media, 
Cyber Bullying, Online Help, 
Copyright, Fair Use Laws
Citations

Observation

Selected Response Reading Writing Math Tech.
Constructed 

Response
x Performance 

6 3.3.6 Compare the format of 
letter writing to that of writing 
emails as it relates to the 
purpose and audience

3.4.6 Evaluate various methods 
of communicating using the 
internet based on purpose and 
audience

Observation

ADDITIONAL CONSIDERATIONS
COMMON 

MISCONCEPTIONS 
PRIOR KNOWLEDGE NEEDED TO 
MASTER STANDARDS FOR THIS 

UNIT

ADVANCED STANDARDS FOR 
STUDENTS WHO HAVE 

DEMONSTRATED PRIOR MASTERY
(by unit, grade, or course)

OPPORTUNITIES FOR STUDENT-
DIRECTED LEARNING WITHIN THE UNIT

All information is  accurate

Use of the internet is always 
safe

DEEPER

Ability to research 
and document 
reliable resources

EXTENDED

Evaluate 
credibility of 
information

Student choice of topic research
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What they post is private
Educate younger 
students about 
internet safety

RESOURCES
Various web browsers
Access to web based resources i.e. articles/videos
Student access to web based email
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UNIT FOUR 
MICROSOFT WORD

MS WORD UNWRAPPED STANDARDS
Standard Type of Standard Concepts  and 

Disciplinary-Specific 
Vocabulary

Academic Vocabulary

X Content Knowledge

Skill (Problem-Solving, Writing, 
Speaking, Listening, Reasoning)
Physical Skill
Product development

1 Describe the impact of technology 
on the knowledge and skills 
needed for success in the 
workplace.

Learning Behavior

Header
Footer
Ribbon Commands
Menu Commands
Ribbon Tabs
Dialog Box
Dialog Box Launcher
Formal Business Letter
Personal Letter
Ribbon Groups
Editing Text
Saving
Printing
Block Letter
Modified Block Letter
Semi Block Letter
Preview Document

Research Paper
Memo
Letterhead
Citations
Works Cited
Thesaurus

X Content Knowledge
Skill (Problem-Solving, Writing, 
Speaking, Listening, Reasoning)
Physical Skill
Product development

4 Manage files and folders.

X Learning Behavior

Electronic Copy
Menu Commands
Saving
Shortcuts
Printing
Copy
Cut
Paste
Drag - N - Drop
Search
Scroll Bar

Content Knowledge

X Skill (Problem-Solving, Writing, 
Speaking, Listening, Reasoning)
Physical Skill

6 Apply a variety of input 
technologies to maximize 
productivity.

X Product development

Ribbon Commands
Menu Commands
Ribbon Tabs
Dialog Box

Editing Text
Symbols
Special Characters
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Learning Behavior Dialog Box Launcher
Quick Access Button
Find and Replace
Spell Check

MS WORD ESSENTIAL QUESTIONS
1. How is Microsoft Word used in creating and composing content?

Standard
#

Objective(s)
The students will be able to:

Summative 
Assessment Strategy

Additional Student Outcomes Common Learning Experiences

x Selected Response Reading Writing Math Tech.

x Constructed 
Response

Performance 

1 4.1.1 Explain how Microsoft 
Word can be effectively used in 
communication

Observation
Selected Response Reading Writing Math Tech.

Constructed 
Response

x Performance 

4 4.2.4 Effectively use files and 
folders

Observation
Selected Response Reading Writing Math Tech.

Constructed 
Response

x Performance 

6 4.3.6 Create, format, and edit 
documents 

4.4.6 Use a range of font 
formatting techniques including: 
font style, size, alignment, 
emphasis

4.5.6 Create bulleted lists, 
numbered and unnumbered 
lists, and outlines
4.6.6 Insert and format tables 
and charts

4.7.6 Proofread, correct, and 
revise documents

Observation

ADDITIONAL CONSIDERATIONS
COMMON MISCONCEPTIONS PRIOR KNOWLEDGE NEEDED TO 

MASTER STANDARDS FOR THIS UNIT
ADVANCED STANDARDS FOR STUDENTS 

WHO HAVE DEMONSTRATED PRIOR 
MASTERY

(by unit, grade, or course)

OPPORTUNITIES FOR STUDENT-
DIRECTED LEARNING WITHIN THE 

UNIT



Bristol Public Schools:  Information Processing I Curriculum, 2/2018 draft    14

Believe it is the same as 
Google Docs

Proper terminology

DEEPER
Know and be able 
to use advanced 
Word features

EXTENDED
Apply use of 
advanced word 
features to assist 
other teachers, 
staff members, 
clubs, sports in the 
building

Working with teachers, staff 
members, clubs, sports to create 
documents for outside purposes

Student choice in topics

RESOURCES
Microsoft Word 2016 (or most recent version)

UNIT FIVE
MICROSOFT EXCEL

MS EXCEL UNWRAPPED STANDARDS
Standard Type of Standard Concepts  and 

Disciplinary-Specific 
Vocabulary

Academic Vocabulary

X Content Knowledge

Skill (Problem-Solving, Writing, 
Speaking, Listening, Reasoning)
Physical Skill
Product development

1 Describe the impact of technology 
on the knowledge and skills 
needed for success in the 
workplace.

Learning Behavior

Worksheets
Worksheet Views
Sheet Tabs
Workbook
Preview
Print
Header
Footer
Ribbon Group
Ribbon Tab
Quick Access Group
DIalog Box
Dialog Box Launcher
Data Labels
Functions
Formulas

Chart
Chart Elements
Chart Type
Legend
Chart Title

X Content Knowledge

X Skill (Problem-Solving, Writing, 
Speaking, Listening, Reasoning)

4 Manage files and folders.

Physical Skill

Electronic Copy
Menu Commands
Saving
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Product development
Learning Behavior

Shortcuts
Printing
Copy
Cut
Paste
Drag - N - Drop
Search
Scroll Bar

X Content Knowledge

X Skill (Problem-Solving, Writing, 
Speaking, Listening, Reasoning)
Physical Skill

X Product development

6 Apply a variety of input 
technologies to maximize 
productivity.

Learning Behavior

Navigating
Number Data
Text Data
Functions
Formulas
Office Clipboard

Basic mathematical operations
Chart
Chart Elements
Chart Type

MS EXCEL ESSENTIAL QUESTIONS
1. What are some of the techniques used to enhance your ability to create worksheets and charts?

Standard
#

Objective(s)
The students will be able to:

Summative 
Assessment Strategy

Additional Student Outcomes Common Learning Experiences

x Selected Response Reading Writing Math Tech.

x Constructed 
Response

Performance 

1 5.1.1 Explain how Microsoft 
Excel can be used effectively to 
analyze data

Observation
Selected Response Reading Writing Math Tech.

Constructed 
Response

x Performance 

4 5.2.4 Effectively use files and 
folders within Excel

Observation
Selected Response Reading Writing Math Tech.

Constructed 
Response

x Performance 

6 5.3.6 Create, format, and edit 
worksheets

5.4.6 Use Excel formulas and 
functions to produce 
calculations including: SUM 
Function, Average Function, 
Count Function, MAX Function, 
COUNTA Function, MIN Function

Observation
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5.5.6 Create and format charts

5.6.6 Use a range of font 
formatting techniques including: 
font style, size, alignment, 
emphasis
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ADDITIONAL CONSIDERATIONS
COMMON 

MISCONCEPTIONS 
PRIOR KNOWLEDGE NEEDED TO 
MASTER STANDARDS FOR THIS 

UNIT

ADVANCED STANDARDS FOR 
STUDENTS WHO HAVE 

DEMONSTRATED PRIOR MASTERY
(by unit, grade, or course)

OPPORTUNITIES FOR STUDENT-
DIRECTED LEARNING WITHIN 

THE UNIT

DEEPER EXTENDEDBelieve it is the same as 
Google Sheets

Don’t know proper 
terminology

Know and be able 
to use advanced 
Excel features

Apply use of 
advanced Excel 
features to assist 
other teachers, 
staff members, 
clubs, sports in 
the building

Working with teachers, staff 
members, clubs, sports to create 
spreadsheets for outside 
purposes

Student choice for topics

RESOURCES
Microsoft Excel 2016 - (or most recent version)

UNIT SIX
MICROSOFT POWERPOINT

MS POWERPOINT UNWRAPPED STANDARDS
Standard Type of Standard Concepts  and 

Disciplinary-Specific 
Vocabulary

Academic Vocabulary

X Content Knowledge

Skill (Problem-Solving, Writing, 
Speaking, Listening, Reasoning)
Physical Skill
Product development

1 Describe the impact of technology 
on the knowledge and skills 
needed for success in the 
workplace.

Learning Behavior

Presentation
Notes Pages
Header
Footer
Page Number
PowerPoint Window
Ribbon Tab
Ribbon Group
Dialog Box
Dialog Box Launcher
Quick Access Bar
Saving
Printing

Audio
Video

4 Manage files and folders. X Content Knowledge Electronic Copy
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X Skill (Problem-Solving, Writing, 
Speaking, Listening, Reasoning)
Physical Skill
Product development
Learning Behavior

Menu Commands
Saving
Shortcuts
Printing
Copy
Cut
Paste
Drag - N - Drop
Search
Scroll Bar

X Content Knowledge

X Skill (Problem-Solving, Writing, 
Speaking, Listening, Reasoning)
Physical Skill

X Product development

6 Apply a variety of input 
technologies to maximize 
productivity.

Learning Behavior

Spell Check
Page Number
Slide Master

MS POWERPOINT ESSENTIAL QUESTIONS
1. How is Microsoft PowerPoint used in supporting presentation and other content?

Standard
#

Objective(s)
The students will be able to:

Summative 
Assessment Strategy

Additional Student Outcomes Common Learning Experiences

x Selected Response Reading Writing Math Tech.

x Constructed 
Response

Performance 

1 6.1.1 Explain how Microsoft 
PowerPoint can be effectively 
be used to present and 
communicate

Observation
Selected Response Reading Writing Math Tech.

Constructed 
Response

x Performance 

4 6.2.4  Effectively use files and 
folders

Observation
Selected Response Reading Writing Math Tech.

Constructed 
Response

x Performance 

6 6.3.6 Create, format, and edit 
slideshows

6.4.6 Use PowerPoint to create 
slideshows using themes, 
images, animations, and 
transitions

6.5.6 Use a range of font 

Observation
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formatting techniques including: 
font style, size, alignment, 
emphasis

ADDITIONAL CONSIDERATIONS
COMMON 

MISCONCEPTIONS 
PRIOR KNOWLEDGE NEEDED TO 
MASTER STANDARDS FOR THIS 

UNIT

ADVANCED STANDARDS FOR 
STUDENTS WHO HAVE 

DEMONSTRATED PRIOR MASTERY
(by unit, grade, or course)

OPPORTUNITIES FOR STUDENT-
DIRECTED LEARNING WITHIN THE UNIT

DEEPER EXTENDEDBelieve it is the same as 
Google Slides

Don’t know proper 
terminology

Know and be able 
to use advanced 
PowerPoint 
features

Apply use of 
advanced 
PowerPoint 
features to assist 
other teachers, 
staff members, 
clubs, sports in 
the building

Working with teachers, staff members, 
clubs, sports to create slideshows for 
outside purposes

Student choice in topics

RESOURCES
Microsoft PowerPoint 2016 - Most recent version
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UNIT SEVEN
GOOGLE DRIVE/DOCS

GOOGLE DRIVE/DOCS UNWRAPPED STANDARDS
Standard Type of Standard Concepts  and 

Disciplinary-Specific 
Vocabulary

Academic Vocabulary

X Content Knowledge

Skill (Problem-Solving, Writing, 
Speaking, Listening, Reasoning)
Physical Skill
Product development

4 Manage files and folders.

Learning Behavior

Electronic Copy
Menu Commands
Saving
Shortcuts
Printing
Copy
Cut
Paste
Drag - N - Drop
Search
Scroll Bar
Google Drive
Ownership
Shared with Me
Color Code
Sharing Permissions
Share
Converting
Cloud
Cloud Storage

Import
Export
Upload
Download
File
Folder

X Content Knowledge

X Skill (Problem-Solving, Writing, 
Speaking, Listening, Reasoning)
Physical Skill

X Product development

6 Apply a variety of input 
technologies to maximize 
productivity.

Learning Behavior

Google Docs
Google Sheets
Google Slides

Collaborate
Compatibility

UNIT ESSENTIAL QUESTIONS
1. How can Google Drive, Docs, Sheets, and Slides support and enhance productivity?

Standard
#

Objective(s)
The students will be able to:

Summative 
Assessment Strategy

Additional Student Outcomes Common Learning Experiences
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Selected Response Reading Writing Math Tech.
Constructed 

Response
x Performance 

4 7.1.4 Effectively use files and 
folders on Google Drive

Observation
Selected Response Reading Writing Math Tech.

Constructed 
Response

x Performance 

6 7.2.6 Create, format, and edit 
files using Google 
Docs/Sheets/Slides

7.3.6 Upload, download, and 
convert files between Google 
Drive to Microsoft Office

Observation

ADDITIONAL CONSIDERATIONS
COMMON MISCONCEPTIONS PRIOR KNOWLEDGE NEEDED TO 

MASTER STANDARDS FOR THIS UNIT
ADVANCED STANDARDS FOR STUDENTS 

WHO HAVE DEMONSTRATED PRIOR 
MASTERY

(by unit, grade, or course)

OPPORTUNITIES FOR STUDENT-
DIRECTED LEARNING WITHIN THE 

UNIT

DEEPER EXTENDEDBelieve Google 
Drive/Docs/Sheets/Slides is 
the same as Microsoft Office 
despite there being key 
differences 

General understanding of Google 
functionalities Know and be able 

to use advanced 
Google Features

Apply use of 
advanced Google 
Docs/Sheets/Slides 
features to assist 
other teachers, 
staff members, 
clubs, sports in the 
building

Create Google 
Forms

Working with teachers, staff 
members, clubs, sports to create 
Google Docs/Sheets/Slides for 
outside purposes

RESOURCES
Access to Google Log In
Access to Google Drive/Docs/Sheets/Slides
Internet Access
Web Resources for Teaching Google Drive/Docs/Sheets/Slides
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