KEYBOARDING COURSE SYLLABUS

IS–10 Keyboarding
Spring 2005
Fred Rola / frola@iwon.com
Mon/Wed/Fri 11:00am—11:50am (1/10/05—3/11/05)


Room: POR 5
COURSE OBJECTIVES:
This course is designed to teach students proper keyboarding technique; to acquire the skills that will enable them to “touch type” without looking down at the keyboard. A “hands on” approach will be used to develop keyboarding skills that will enable them to use a computer effectively.

REQUIRED TEXT:

College Keyboarding & Document Processing; Ober, Johnson, Rice, Hanson; Glencoe McGraw-Hill 2002
ATTENDANCE:

Attendance will be recorded daily. Roll is called at the start of the class; you will be considered tardy if you arrive afterwards. Excessive tardiness will impact your final grade (3 tardies = 1 absence). Please make every effort to be on time. You will be dropped if you miss 3 consecutive classes.
GRADING:

· Final typing speed
100 points possible (70% of final grade)

· Participation 
30 points possible (30% of final grade)

	Speed grading scale

	25 adj wpm>
	A

	21-24
	B

	17-20
	C

	16-19
	D

	0-15
	F

	Participation points 

	%
	Points

	55 <
	0

	60
	10

	75
	20

	80 >
	30


90-100%

A

80-89%

B

70-79%

C

60-69%

D

59% and below
F

POLICIES:

●
No eating, drinking (even water), or smoking is allowed in the classroom.

●
No pagers or cell phones allowed in class with an audible alert setting. Set these devices to vibrate mode, or turn them off.

Holidays:
Martin Luther King Day


(Mon) January 17
Presidents’ Day

(Fri - Mon) February 18 and 21
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