ICT educational guide for the European Citizenship – ICT literacy PORTFOLIO 
	OBJECTIVES
	SKILLS
	KNOW-HOW
	ACTIVITIES

	TO SEARCH: source authentication
	To assess/To validate
	1. To be able to validate a website by locating and identifying the constituent elements of an electronic address. 

2. To be able to recognize and analyse the variety and plurality of the digital sources: notions of authorship, date, sections structuring the content, thumbnail images or metadata, personal site, official site, announced intention of the site, elements relating to the net ethics… 
	· From a listing of URL addresses, creation of a table allowing to break down the URL address into 4 or 5 elements:

· prefix relating to the Internet protocol: http: // 

· World Wide Web: the 3 ‘W’s of the Internet cobweb 

· domain or website identifier 

· site status
· geographic origin 

· Classification of addresses of the table according to their status and domain/highlighting of 2 main groups: personal sites and official sites 

	TO REPORT: to quote one’s sources 
	To adopt a civic and ethical attitude when using information
	3. To know the laws of the European Commission about Europe’s Information Society 
4. To quote one’s sources

5. To show intellectual honesty
	· Creation of a bibliography complying with existing standards: analytical, thematic and/or by medium bibliography
· Verbal quotation of one’s sources (presentation, debate)
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	OBJECTIVES
	SKILLS
	KNOW-HOW
	ACTIVITIES

	TO CREATE

IN ORDER TO

COMMUNICATE 
	To rephrase a text

 To produce a document
	To be able to create a multimedia document:

1.  To transcribe notes into structured text and vice-versa
To be able to comply with the presentation codes and characteristics of a hypermedia production:

2. To use word processing, spreadsheet, slideshow and website creation software:

· Word

· Excel 

· PowerPoint

· Publisher

· Spip / FrontPage / Dreamweaver 
	· Applications to be developed on the page layout/editing advanced options: copying, cutting, pasting, paragraphs, indentations, Word Art, drawing…
· Applications on the documentary typology: to  highlight all the characteristics of a documentary production from a non-compliant restitution containing presentation errors: 
· role and place of the text in relation to the image (illustration and iconography)
· reading of the image
· documentary folder: the existing standards
· building of a panel or a poster: different structures according to the different fields/speeches
· creation and animation of a PowerPoint document: structure and synthetic speech going together with an oral presentation.  
· creation of a newspaper (Publisher)

· existing standards for class or group productions
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	OBJECTIVES
	SKILLS
	KNOW-HOW
	ACTIVITIES

	TO IDENTIFY

IN ORDER TO
USE


	To know and master the different multimedia tools 
	To identify and use all the multimedia and hypermedia supports:

· to use a scanner 

· to use a digital camera 

· to use a digital video recorder   

· to use a CD-RW recorder

· to know how to legally download the software that are necessary to use multimedia tools
	· Making the students draw up descriptive cards and instructions for use of the tools: 

· answering multiple choice questions about the identification of the objects 

· classifying step-by-step cards about the use of the tools 

	TO IDENTIFY


	To know the specific vocabulary of the ICT/to develop an Internet culture
	· To be able to quote and properly use the adequate NET vocabulary:

· vocabulary linked to searching
· vocabulary linked to communication / messaging
	· Creation of a glossary or a lexicon of the ICT for every educational activity 

· Creation of a multimedia or hypermedia thesaurus 
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	OBJECTIVES
	SKILLS
	KNOW-HOW
	ACTIVITIES

	TO COMMUNICATE
	To use messaging software
To use an e-group messaging
 
	· To create an address book  

· To add/delete contacts 

· To send/receive messages 

· To  forward messages 

· To sort one’s messages into appropriate files 

· To delete messages 

· To attach objects (to send attached files) 

· To save attached files 

· To create mailing lists

· To share files/images

	 Creation of e-mail addresses for students/ groups of students:

· Making different groups of students  exchange attached files that are essential to the execution of a project

· Creation and use of a common e-group messaging to exchange and share files on line

· Creation of a desktop or a notebook on line through an e-group 

· Possible applications in connection with the European Citizenship diploma on the execution of the 4 projects
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	OBJECTIVES
	SKILLS
	KNOW-HOW
	ACTIVITIES

	TO SEARCH:

to query 
	To develop   information retrieval strategies
	(preliminary step: to ask oneself about the topic/translate its topic into keywords/relate the keywords to the appropriate lexical field)

· To be able to develop retrieval formulas on: 

o  a retrieval software

o  the Internet

· To be able to use the different retrieval strategies on the Internet: 

o keyword search 

o tree search

· To be able to use all the entries of a CD –ROM: 

o    index search  

o    contents search  

o    keyword search  

o    theme or domain search
	· Creation of retrieval formulas by using Boolean operators (and/or/except) 

· Comparison of a query on a retrieval software to a query on the Internet by using the connectors

· and/or/except 

· + / « »/- /space bar
· Intitle: / inurl: / insite:/ allintitle: /

· Comparison of a query done with: 

· a search engine (Google, Ask, Exealed, Rollyo, In-extenso, Mozbot … ) 

· a directory (Yahoo!, Dmoz)  

· graphic search engine (Kartoo)

· a metasearch engine (Copernic)

· Using different search engine for picture 
· Flickr, Truveo …
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	OBJECTIVES
	SKILLS
	KNOW-HOW
	ACTIVITIES

	TO SEARCH:

to locate
	To sort

To select
	· To be able to assess and select the results of an information retrieval: 

• to select the information or the documentation meeting the initial query
· To be able to retrieve the relevant information by using the retrieval clues of a Web document: 

• homepage 

• sections 

• Webography
• bookmarks, tags or hypertext links 

• internal structure: headings/tables/diagrams/annexes/maps/ images …

( use of fast reading/skim reading allowing to isolate keywords

 
	· Creation of a retrieval grid highlighting: 

· the search topic/theme
· the question(s) relating to the topic
· the number of results obtained
On the retrieval software: the number of results obtained to be classified by medium: obtaining too many results is as bad as obtaining no result at all 

On the Internet: the number of results obtained to be classified by site status (personal/official/associative/educational/ academic…): obtaining too many results from the Internet reflects a poorly targeted search
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	OBJECTIVES
	SKILLS
	KNOW-HOW
	ACTIVITIES

	TO SEARCH:
 To harness
	To organize,
 sequence,
and prioritize

selected information

	·  to be able to take notes by using abbreviations and typographic marks in order to prioritize information 

· to be able to determine priorities among the selected information: notions/main ideas/ secondary ideas/examples 

· to be able to draw up a plan 

· to be able to write a short summary or paragraph to retranscribe the main data
	· Use of the notepad  to summarize the selected information: use of typing abbreviations.  

· Use of diagrams/tables to prioritize information: creation of multiple entry tables under Word allowing to highlight the main information:
· Notion/Topic 

· Main ideas 

· Arguments/Analyses 

· Quoted examples 

· Source 
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	OBJECTIVES
	SKILLS
	KNOW-HOW
	ACTIVITIES

	TO CONTEXTUALIZE

	To remedy and update


	·  To be able to integrate information into one’s current knowledge

· To be able to watch out for information in order to keep oneself informed 


	· Presentation of background knowledge and prerequisite before every  documentary search activity
· Together with the students, implementation of a web directory listing education and teaching sites and allowing them to keep track of their surfing: directory of the European sites for citizenship for example.   
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