Computer Keyboarding

Mr. William Thompson
wthompson1@usd259.net

Phone:  973-2830
Course Description
Proper keyboarding technique is the main focus.  Students will format personal business letters, business correspondence, reports and tables.  This course provides personal-use skills for computer keyboarding and meets most of the needs of a college-bound student.  This is an entry-level course for most other computer related classes.
Standards
All students will use computers to process information for a variety of uses encountered at home, school and work.  This course will address the district standard by utilizing the following benchmarks/tasks:

· Demonstrates proper keyboarding technique

· Formats basic documents

· Integrates word processing skills

· Keys 25 WPM on a 3 minute timing with 3 errors or less

· Integrates academic competencies

· Demonstrates career development skills

Text

Century 21 Computer Keyboarding and selected supplementary materials

Grading Procedures
Grading Scale


A
90% -100%

B
80% -  89%

C
70% -  79%

D
60% -  69%

F
59% and below


Weighting

Participation*
20%

Computerized Lessons &


Daily Production
50%

Timed Writings
10%

Final
20%

*School policy does not allow participation points to be made up if the student is absent.

Final grades are not rounded up since students are given extra credit opportunities during the semester.

Procedures for Making Assignments, Late Work and Make-Up Work

Assignments will be given orally and/or by assignment sheet.  Late work is not accepted except in the case of the computerized lessons; computerized lessons may be completed until the day the final is scheduled.  Lab time/seminar is only scheduled for computerized lessons if the student is absent or if the student is utilizing class time productively but needs extra time for skill development.  

Academic Integrity

Students copying, cheating, plagiarizing, turning in work completed by someone else or completing work for someone else will receive a zero with no opportunity to make up the assignment.  All student production work must be saved on the H:\ drive—files should not be erased without the instructor’s permission.

Computer Usage

Students are only to use the computer software needed for keyboarding class (primarily MicroType and CheckPro).  Students should not be in any programs or areas of the Windows environment that are not assigned.  Students are not to change any settings in the software or hardware unless instructed by the teacher to do so.  The Internet is not to be used at any time.  Students failing to follow these guidelines may lose computer privileges.  No make-up time will be given for students who have lost computer privileges and all assignments in that time frame will be assigned a zero.  Disciplinary action may include the replacement/repair cost of any equipment or software damaged by improper use or abuse.

CLASSROOM RULES:  

1. Students will make sure that their work station area is clean before they leave the classroom.

2. Students will be respectful of those around them.

3. Students will be on task.

4. Students will come prepared for class (this includes being on time and having all materials needed).

5. Students will display appropriate behavior.

6. Students will remain seated until the bell rings and push their chair in when they leave.

FAILURE TO COMPLY WITH THE ABOVE 

RULES WILL RESULT IN CONSEQUENCES.

All attendance policies for Southeast High School will be in effect in the classroom.  Students are required to have agenda planners and ID’s with them at all times.  No passes will be issued from the classroom without an agenda planner and ID, and students are not to use one another’s planners for passes.

There will be a variety of lessons for students to prove their mastery of the subject.  Students will use class time for computer work such as creating, editing and polishing their assignments.  There will not be computer work assigned outside of class.  Students may want to use other outside sources for research.

The computer lab is open during seminar and students may makeup-missed work due to absences.  Students will have one day for every day missed to makeup assignments.

THERE WILL BE ABSOLUTELY NO FOOD OR DRINK IN THE CLASSROOM!!!!

There will be NO headphones allowed in the computer lab. 

A radio provided by the teacher may

 be used at my discretion.

EACH STUDENT NEEDS TO PAY A $3 LAB FEE.

This lab fee helps pay for the cost of paper, toner and equipment maintenance.

(*******************************************************************************************

Computer Keyboarding


Student's Printed Name:  ________________________

Each student is required to pay a $3 lab fee. 

Failure to pay the lab fee will result in loss of computer use and participation points until the fee is paid.

We have read and understand the course syllabus.

________________________________
      _____________
________________________________
Parent's Signature


      Date


Student's Signature
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