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COURSE OBJECTIVES:  This course provides students with an opportunity to learn to keyboard by touch. Upon learning the keyboard by touch, the student will practice keyboarding to increase speed and accuracy.  

Upon completion of this course, students will be able to type by touch on a computer keyboard at 
20 words per minute in a 3-minute timing with 3 or fewer errors.

REQUIRED TEXT: Gregg College Keyboarding & Document Processing, Lessons 1-60, 10th Edition; Ober, Johnson, Zimmerly; McGraw Hill / Irwin, New York; 2006.

HOLIDAYS: September 4

DROP DEADLINE:      9/13/06

FINALS: October 9-13
Important: If you have a verified need for an academic accommodation or materials in alternate media (i.e., Braille, large print, electronic text, etc.) per the Americans with Disabilities Act (ADA) or Section 504 of the Rehabilitation Act, please contact me as soon as possible.

ATTENDANCE:
   
· Students are expected to attend all class meetings, be on time, and be in class the entire class session.
· Silence cell phones please – no phone calls may be made or taken in class.
· There is no make-up for points, so absences will affect your grade.

· Being late or leaving early will affect your “On Task” points. 
· If you decide to drop the course, it is your responsibility to make the drop official in the Admissions and Records office or else possibly receive a grade of F.
· Food, beverages, and chewing gum are not allowed in the computer lab at any time.  
KEYBOARDING LESSONS:    Students are required to practice touch typing, proper typing technique, speed and accuracy on the keyboard throughout the class period. In the process of completing this course, students will:

A.
memorize and practice key locations and key strokes on a standard computer keyboard.

B.
complete diagnostic timings, using keyboarding software, to determine areas of weakness.

C.
practice speed and accuracy on a daily basis.

GRADING:  Final grades will be based on the following scale:

90%-100%
A

80%-89%
B

70%-79%
C

60%-69%
D

Below 60%
F

Each student’s final grade will be based on the following:

50% - DAILY IN-CLASS POINTS:   Students daily in-class performance will be based on the following:

Student Responsibilities





Completion of Assigned Lesson/Activity

10 points

Participation




10 points





Assignments: The course is software driven, allowing students to self-pace their skill level.  Therefore, each student will work independently through the assigned lessons/activities as outlined on the Assignment Tracking Sheet.  

· Assignments must be completed in sequence, in class, and must be verified by instructor signature for students to receive credit.  

· Student are responsible for bringing their Assignment Tracking Sheet to class every day and for obtaining the instructor’s signature upon completion of each assignment.  

· For an assignment to be considered complete all exercises must be done according to the instructions and the timed writing (if applicable) must meet the speed and accuracy goals.
Participation: Use proper positioning when typing.  When you complete an assignment and obtain the instructor’s signature, continue with the next assignment.  You may not study for another class, surf the internet, check e-mail, etc. during class.  Failure to adhere to these requirements will result in loss of Participation points.  
You grade for Daily In-Class Assignments (which is 50% of your overall grade) will be based on your total points earned divided by the total possible points: 40 Assignments X 20 points = 400 possible pts.
25% - TOUCH TYPING FINAL: The touch typing final will assess the student’s mastery of key locations and key strokes.
The Touch Typing Final (which is 25% of your grade) will be administered as a 3-minute timed typing test and graded on the following scale:


0 looks at keyboard/fingers = A 100%


1 look at keyboard/fingers =   B   89%


2 looks at keyboard/fingers = C   79%


More than 2 looks =
        F   59%

The touch typing final does not measure speed and/or accuracy, but an error rate of more than 50% will result in an F grade being assigned for the Touch Typing Final Exam. 

25% - SPEED AND ACCURACY FINAL:   The Speed and Accuracy Final will measure the student’s words per minute (wpm) in a 3-minute timed test with no more than 3 errors. 

Grades will be assigned on the following scale:

25 wpm = A 100%







21 wpm = B   89%








18 wpm = C   79%

Less than 15 wpm and/or more than 3 errors will result in an F grade being assigned for the Speed and Accuracy Final exam.
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