OT 7  Computer Speed Typing

Tuesday, Thursday, Friday    11:00 – 11:50 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:
Skillbuilding:  Building Speed and Accuracy to the Keyboard


Elde/Rieck/Klemin

Course Prerequisites

Basic skills advised:
Eligible for English 26, CSU GE Code: F

Subjects advised:
IS 10 and high school typing

Course Objectives:

By the end of the course students should:

· Type 4-9 words per minute faster than on the course entry timing.

· Demonstrate the ability to keyboard accurately (3 errors or less; or a reduction of 6-9 errors or more) on timed writings.

· Complete practice assignments

· Demonstrate a business attitude by attending class regularly and arriving on time.

Requirements:

· Attend all class meetings on time, prepared to participate with a positive attitude.

· Have textbook and required materials while consistently completing appropriate assignments.

Attendance/Make-up Policy/Late Assignments

Your education is preparing you for a career in the business field.  There is no such thing as an excused absence in the field of business.  Each student must attend class unless excused by the instructor.  Lab time, or working with a tutor, is NOT substitute for attending class.  An excused absence consists of a documented illness, family emergency, or school related field trip.  Whenever possible, the student is to notify the instructor in advance of an absence as you would at your place of employment.  When it is not possible for the student to notify the instructor in advance, the student is to contact the instructor at the earliest time possible.  It is the responsibility of the student to meet with the instructor (outside of class) to find out what work was missed.  A student may be dropped from the course after missing 2 consecutive class sessions (3 tardies = 1 absence).  Students are responsible for dropping courses they no longer wish to be enrolled in.  A student may also be dropped if his or her behavior is disruptive to the classroom-learning environment, disrespect towards students/teacher, answering phone, etc.  

No food, drinks or visitors allowed in the classroom.  No Internet use during class period this includes Internet Radio and/or music CD’s.  



Grading Policy:
Daily Lessons (This includes attendance)
20%


Speed Improvement
40%


Error Improvement
40%

Grade Distribution:
A
+8 wpm above Course Entry Speed


B
+7 wpm above Course Entry Speed


C
+5-6 wpm above Course Entry Speed


D
+4 wpm above Course Entry Speed


F
+0-3 wpm above Course Entry Speed


