Course Syllabus

(Tentative)

OT 7
Instructor:  
Mike Sorensen

Phone:
 638-3641 Ext. 3615

Email:

Michael.Sorensen@Reedleycollege.edu
Office:

HUM 52




Office Hours:

Text: 

Skillbuilding: Building Speed and Accuracy on the



Keyboard, Elde/Rieck/Klemin

Outline:
· 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.

Grading


Daily Lessons 
(This includes attendance, body alignment, hand placement)
10%


Speed Improvement






70%


Error Improvement






20%
Speed Improvement:

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




Typing speeds will only be measured when typing by touch.

Error Improvement


Completing the course at three errors or less, or a reduction of at least six errors, 


during a three minute test will meet the requirement for the 20% error 


improvement. 
Final grades will be based on the following scale:



90%-100%

A



80%-89%

B



70%-79%

C



60%-69%

D



Below 60%

F

Classroom Behavior:

Proper body posture and hand placement will be expected daily.    Food, beverages, and chewing gum are not allowed in the classroom at any time.  Anyone who chooses to bring food, beverages, or chewing gum into the classroom will be removed from the class.  Cellular phones must be turned off.  Pagers must be set on quiet mode.  
Attendance:

At the instructor’s discretion, you may be dropped if you miss more than four class meetings during the first nine weeks of the semester.  

Accommodations for Students with Disabilities

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 or the Rehabilitation Act, please contact me as soon as possible.

Last day to drop this course:


