

Course Syllabus

(Tentative)

OT 9 – Beginning Keyboarding

Instructor:  
Mike Sorensen


Email: mike.sorensen@scccd.com

Office:

HUM 52



Phone:
 638-3641 Ext. 3615

Office Hours:

Text: 

Gregg College Keyboarding & Document Processing, 10th Edition; Ober, et al.
COURSE OBJECTIVES:  To develop touch control of the keyboard and proper typing techniques, and build basic speed and accuracy.
TEXT BOOK:
Make sure you bring the textbook every time you come to class. You must purchase a book to be enrolled in this class.
KEYBOARDING LESSONS:  Students are required to practice control of the keyboard, proper typing technique, speed and accuracy on the keyboard throughout the class period. 
Classroom Behavior:

Food, beverages, and chewing gum are not allowed in the computer lab at any time.  Anyone who chooses to bring food, beverages, or chewing gum into the lab will be removed from the lab and/or class.  Cellular phones must be turned off.  Pagers must be set on quiet mode.

Attendance:

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.  Therefore, excessive absences will not be tolerated.  If you are absent more than four class meetings your grade may be reduced by one letter grade.  Continued absences beyond four meetings may result in being dropped from the class.  If you know that you must be absent for a class meeting, please tell me at the class meeting prior to your absence.   

Tardiness:

Just as you cannot be late to work you cannot be late to this class.  If you are tardy for more than four class meetings your grade may be reduced by one letter grade.  If you know that you must be late to a class meeting, please tell me at the class meeting prior to your tardiness.   

TECHNIQUE POINTS:    Each student will receive a maximum of 40 points for each test taken. Points will be put together by proper typing technique and timed writing test. Test 5-10-15-20 are worth 65 points.

TIMED TESTS:  Timed keyboarding tests will be administered at the end of each lesson. Points will be subtracted if the student does not complete them “by touch” and/or within the “error limit”. Your progress will be recorded. Also, every test taken on a later date/time: 10 points will automatically be deducted.

FINAL EXAM:
A final timed keyboarding test will be given at the end of the quarter and will determine your final Keyboarding Speed grade.

Goal for the Final Exam will be: 28wpm – 3’ – 5e

	Final Keyboarding Speed
	Grade
	Points

	28 or above
	A
	100

	25-27  wpm
	B
	90

	22-24  wpm
	C
	80

	20-21  wpm
	D
	70

	0 -19   wpm
	F
	60

	Not taking  final
	F
	00


GRADING:  (Tentative)

Your final grade will be consist of the following items:


Timed Tests


25%


Technique Points

25%


Final Speed


50%

Final grades will be based on the following scales:



90%-100%

A



80%-89%

B



70%-79%

C



60%-69%

D



Below 60%

F

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.

Last day to drop this course:
1
1

