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REEDLEY COLLEGE

KEYBOARDING
(01/09/06 to 03/10/06)
	Course:
	IS11
	Office:
	BE 47

	Room:
	DVC 107
	Phone:
	442-4600 ext3410

	Days:
	M W
	Time:
	11:00pm – 12:15pm

	Course #:
	71054
	Office Hours:
	MW: 1pm – 2pm
F: noon to 1pm


	Instructor:
	Rio Waller
	
	

	E-mail:
	rio.waller@reedleycollege.edu
	
	


http://www.reedleycollege.edu
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Course Objectives:
· Use the proper procedures to use a fixed (hard) disk computer system.
· Use the keyboarding software.
· Keyboard 25 words/minute with fewer than five errors.
· Use the number pad and special keys.

· Load and exit a word processing application.

· Complete simple practice assignments in word processing.
HOW TO SUCCEED IN THIS CLASS:

· Participate in discussions/lectures
· Submit completed assignments
· Be self-motivated
· Contact the instructor when needing assistance
Your progress in the class will be tracked by the class website. Attendance is required and will be tracked.  If you are absent for a total of 1 week or two classes, you will be dropped from the class.  Three tardies = 1 absence (tardy = 10 minutes late). You are responsible for all information given in class.
STUDENT INITIATED DROPS:

If you wish to drop this course, it is your responsibility to do so.  The instructor may or may not drop a student.  Do not count on being dropped.  The student has the ultimate responsibility for dropping the course.  

REINSTATEMENT:

Reinstatement, only if the instructor agrees, must be made by formal petition and is the responsibility of the student.

GRADING:

Typing Speed
50%
Assignments
50%
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The following grading scale will be used:

90 – 100





A

80 – 89.9





B

70 – 79.9





C
60 – 69.9





D
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ASSIGNMENTS:

· Details about the Assignments will be given in class and on the class website.

Other Policies:

· The instructor reserves the right to change the time schedule, the number of assignments, and any other information related to the course or scheduling – on this syllabus or otherwise.  Changes will be announced online.

· You are expected to conduct yourself with the highest moral and ethical behavior. Any cheating, plagiarism, or offensive behavior will be dealt with severely. SEE COLLEGE CATALOG FOR DETAILS OF CAMPUS POLICY.
· No eating, drinking (even water), or smoking is allowed in the classroom.

· All students participating in college athletic/student activities must coordinate their schedules with the instructor.

· No pagers or cell phones allowed in class with an audible alert.  Set these devices to vibrate mode, or turn them off.  The pager or cell phone may not be placed on the computer desk; it should not be visible while in class.  

· Accommodations for Students with Disabilities:

If you have special needs as addressed by the Americans with Disabilities Act (ADA) please notify me immediately.  Reasonable efforts will be made to accommodate your special needs.

Tentative Schedule:
	 
	Mon
	Topics
	Thur
	Topics

	Week 1
	9-Jan
	Intros, Overview
	11-Jan
	Intro Blackboard and Typing Tutor

	Week 2
	16-Jan
	Typing Tutor Lessons
	18-Jan
	Typing Tutor Lessons

	Week 3
	23-Jan
	Typing Tutor Lessons
	25-Jan
	Typing Tutor Lessons

	Week 4
	30-Jan
	Typing Tutor Lessons
	1-Feb
	Typing Tutor Lessons

	Week 5
	6-Feb
	Typing Tutor Lessons
	8-Feb
	Typing Tutor Lessons

	Week 6
	13-Feb
	Word Processing
	15-Feb
	Word Processing

	Week 7
	20-Feb
	Word Processing
	22-Feb
	Word Processing

	Week 8
	27-Feb
	Word Processing
	1-Mar
	Word Processing

	Week 9
	6-Mar
	Final
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