O T 46 – CHAMPIONSHIP TYPING
Monday – Thursday  8:00 – 8:50 a.m.

Room:  Por 5

Summer 2006 Semester

Instructor:
Teresa F. Smith

Phone:
638–3641  Ext. 3832

E-mail:
business_educator@yahoo.com
Office Hours:
By appointment

Textbook:
Championship Keyboarding Drills, 4rd Edition, by Cortez Peters 
Subject Advisories:

Basic Skills Advisories:  Eligibility for ENGL 25 and MATH 50 previously or concurrently, or equivalent.

Entrance Skills
Have taken a Beginning Keyboarding course; Keyboard memorized


Have taken OT 7 – Skillbuilding  (Speed Typing) course

Course Objective
There are four effective methods for developing speed, namely:  championship techniques, concentration, rhythmic keying, and conscientious practicing.  These four methods should all be used together.  One without the other will not be effective.  The program used for this course is a comprehensive and definitive approach to building keyboarding skills.  It is designed to build speed while maintaining a high degree of accuracy and accomplishes this through its diagnostic approach of identifying individual key stroking weaknesses and prescribing specific drills to correct these weaknesses.

Grading
The timings will be graded according to the following scale.  There will be two timings given weekly.  The top three scores will be used to calculate the grade.

Initial Timing (Week 1) will determine your first set of grades.  Example - 35 gwam with 5 or less errors = A/A

A = 45 +     gwam


Errors -  3 or less errors  = A

B = 40 - 44 gwam


 
  4 -   6 errors      = B

C = 39 - 35 gwam



  8 - 10 errors      = C

D = 34 - 30 gwam



11 - 12 errors      = D



F =  29 and below



13 +     errors      = F

Final Grade Based on the Following:

Timings = 50%


Quizzes = 10%


Written Tests = 15%


Class Assignments = 25%


Course Outline
This course is a computerized speed-building program.  The following cycle will be repeated throughout the term.

· 
5-minute warm-up

· 
Pretest and diagnostic test

· 
Corrective practices/accuracy drills

· 
Post test

The computer analyzes your pretest and prescribes drills just for your weaknesses.  Each student will be working on different material and at a different pace.  After all the corrective practices have been completed, the posttest should show an improvement in either speed, accuracy or both.  Typing speed and accuracy will improve faster if practice is on a daily basis.

Attendance and Class Conduct

Three consecutive absences may result in an instructor drop.  It is your responsibility to drop this course, if you do not intend to complete the class.   Last day to drop this course is:

· Be on time and ready to work.

· So that everyone may benefit from this course and receive a positive grade, it is suggested that no visiting or talking take place during the hour.

· Food, drink, or visitors are not permitted in the classroom.

· NO Internet use is permitted during class.

Assignments

All assignments for this course will be completed during class sessions.  Work is supervised by the instructor, as well as daily evaluation of skill and competency.


