IS 10 KEYBOARDING

Short-term Class –Summer, 2004

2004 SYLLABUS

Louise Auernheimer, Instructor

Voice Mail:  638-3641 Extension 3808

lkauer@scccd.org

Class Meeting
Monday, Wednesday, and Friday  - 10:00-10:50 a.m. – Bus 41

Holidays : July 4


Course Description from Reedley College Catalog
“Short-term course (may be repeated one time).  An introduction to the computer system with an emphasis on keyboarding.  It is a ‘hands-on’ approach stressing the development of keyboarding skills needed to use a computer effectively.  The keyboarding software allows the student to build speed and accuracy on alphabet, number, and special computer keys.  The course will include skill building exercises and an introduction to word processing software. (CSU)”
Required Textbook 

Gregg College Keyboarding and Document Processing, 9th Edition by Ober, Johnson, Rice, and Hanson 

Course Objectives
The major objective of this course is to attain speed and accuracy at the computer keyboard and demonstrate an understanding of the computer system and software.
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Attendance and Class Conduct


All course work is completed in class; consequently class attendance is required for student success.  An absence results in loss of daily lesson lectures, etc. which cannot be made up.  


Three consecutive absences may result in an instructor drop.  IF YOU DO NOT INTEND TO COMPLETE THE CLASS, IT IS YOUR RESPONSIBILITY TO MAKE THE DROP OFFICIAL IN THE ADMINISTRATION AND RECORDS OFFICE TO AVOID RECEIVING A GRADE OF ‘F.’


Punctuality is part of attendance.  Be on time and ready to work.  Students are expected to remain in class until it is dismissed.  If you leave before the end of a class session, it may be counted as an unexcused absence.

*
Tardiness is distracting, rude, and it may result in your not receiving information necessary to your success in this class.  Two tardies will be counted as an absence, and lesson points will be deducted.


Preparation for class needs to take place before it begins.  Please take care of any personal needs (i.e., using the restroom, getting a drink, sharpening a pencil, etc.) before class begins.  There are no breaks during class time.


Talking and/or visiting is prohibited.


Cell phones and pagers should be turned off or placed in ‘silent mode.’  No phone calls in class are allowed.


Internet use, food, drinks, gum or visitors are allowed in the classroom.

Drop Deadine -    
Timed Tests
Timed keyboarding tests will be given weekly and your progress recorded. There are no makeups for missed tests.  Timed tests will be voided if student does not complete them by touch.
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Keyboarding Lessons
Daily keyboarding lessons are completed using the computers in this lab.  Students are required to practice control of the keyboard, proper typing technique, speed, and accuracy on the keyboard throughout the class period.  Students should move toward typing by touch as soon as possible.

Final

A final timed keyboarding test will be given at the end of this short course  and will be part of your final grade.

Grading
You will receive a letter grade for the following :

1. Completion of all 20 lessons

2. Four timed writings

3. Final Keyboarding Timed-writing

4. Evaluation (posture, hand position, typing by touch, etc.)

Completion of Lessons
Lesson 20        = A

Lessons 18-19 = B


Lessons 16-17 = C

Lessons 14-15 = D

Lessons  1 -13 = F

Timed Writings and Final Keyboarding Test

Speed




Errors
28 wpm or above  = A
0-3 errors = A

25-27 wpm
= B
4-5 errors = B

22-24 wpm
= C
6-7 errors = C

20-21 wpm
= D
8-9 errors = D

  0-19 wpm
= F                         10 plus errors = F

A = 5 points ; B = 4 points ; C = 3 points ; D = 2 point ; F = 1 

