IS 10:  Keyboarding
Location:  Reedley College
Instructor:  Teresa F. Smith

Class Meets:  MWF  5:00 – 5:50 p.m
Classroom:  BUS 41
Phone:  638-3641  ext 3832

Fall Semester 2004

e-mail:  businesspro2002@hotmail.com

Textbook:
College Keyboarding & Document Processing

Course Prerequisites

Basic skills advised:
Eligible for English 126

Course Objectives:

The major objective of this nine-week course is to attain speed and accuracy at the computer keyboard and demonstrate an understanding of the computer system and software.  

Requirements:

· Attend all class meetings on time, prepared to participate, with a positive attitude.

· Have textbook and required materials while consistently completing appropriate assignments.

Attendance/Make-up Policy

Your education is preparing you for a career in the business field.  There is no such thing as an excused absence in the field of business.  Each student must attend class unless excused by the instructor.  Whenever possible, the student is to notify the instructor in advance of an absence as you would at your place of employment.  A student may be dropped from the course after missing 3 consecutive class sessions (3 tardies = 1 absence).  It is the responsibility of the student to drop a course they no longer wish to be enrolled.  A student may also be dropped if his or her behavior is disruptive to the classroom-learning environment, disrespect towards students/teacher.

Food, drinks, visitors, and cell phones are NOT allowed in the classroom.  No Internet use during class period unless it is a part of the class ~ this includes Internet Radio and/or music CD’s.  



Last Day to Drop Course:


Keyboarding Lessons:

Daily keyboarding lessons will be assigned with points earned based upon completion of the lessons within the class period.  Students are required to practice control of the keyboard, proper typing technique, speed, and accuracy on the keyboard throughout the class period.

Final Exam


A final timed keyboarding test will be given at the end of the nine weeks and will determine your final keyboarding speed grade.  Keyboarding tests are void if not completed by touch.

Grading System


Self-competition is stressed rather than class competition because of the variance in skill level at the beginning of the course.  Your earned points (keyboarding tests + lessons + final exam) will be added up and divided by the total possible points for the semester.  This number is then multiplied by 100 to give a score between 0 – 100.

	Final Keyboarding Speed
	Final Grade
	Points

	28 or above
	A
	95

	25 – 27 wpm
	B
	85

	22 – 24 wpm
	C
	75

	20 – 21 wpm
	D
	65

	0 – 19 wpm
	F
	0


	Percent of Total Points
	Class Grade

	90 – 100
	A

	80 – 89
	B

	70 – 79
	C

	60 – 69
	D

	0 – 59 
	F








