Reedley College

OT 46 - 71233 Championship Typing
Summer 2007

Course:
OT 46 - 71233 Championship Typing
Course Start – End:
May 29, 2007 – July 27, 2007
Units:



1.5 Units

Instructor:


Ms. Gayla Jurevich

Class:
MTWTH   8:00 – 8:50 am POR-5 
Office Hours:
By Appointment

Phone


(559)-244-5999 ext. 9752

Email



gayla.jurevich@fresnocitycollege.edu
Textbook:

Cortez Peters' Championship Keyboarding Drills: 




4th Edition





Network software provided by publisher is updated 




annually




Gregg Reference Manual, 10th Edition, 2006
Other Materials:
Pens (one red), pencils, highlighter, lined paper, a notebook, and a USB Flash Drive
COURSE


EXPECTATIONS and POLICIES:

· All absences should be reported in advance.
· Observe the standards of adult, professional behavior.

· Campus code requires shoes or sandals and a shirt to be worn at all times.

· No eating, drinking, or smoking is allowed in the building.  No children, pets, or visitors are allowed in the classroom.

· A student who has not obtained a textbook within the first week of class may be dropped.

· All pagers and cell phones must be off during class.  Earphones are not allowed in class.

· Students will be expected to read and study the assigned materials.

· Students will be expected to be on time, prepared to work, and prepared to learn. Students will have all necessary materials for the class.

· The students are responsible for all information given in class. If a student is absent, it is the student’s responsibility to get notes and assignments before the next class meeting.  
· Students will respect the rights and property of others and will not disrupt the class.

· If a student requires special accommodations because of a disability or has other emergency information, the student should inform the instructor immediately.

OBJECTIVES
Upon completion of this course, students will be able to:

A.
Type 25 WPM’s with five errors or less.

B.
Create basic word processing documents, saving, printing, and retrieving these documents from a secondary storage device.

C.
Use Championship Diagnostic methods to further improve typing speed and accuracy while in the workplace.

D.
Analyze results of keyboarding diagnoses and apply appropriate corrective drills.

E.
Maintain concentration when keyboarding in a busy work environment

F.
Maintain stamina while typing lengthy documents in the workplace using learned methods.

In the process of completing this course, students will:

A.
Type 25 WPM’s with five errors or less.
B.
Demonstrate a basic understanding of personal computer hardware and software used in this class.
C.
Demonstrate improved knowledge of typewriter keys and computer function keys with 70% accuracy.
D.
Demonstrate the ability to use a mouse correctly and then re-orient fingers to home row keys.
E.
Change margins, save documents to disk, retrieve documents from disks, and print assignments.
F.
Differentiate between ALL Caps functions and uppercase characters.
G.
Use Championship Diagnostic Tools to diagnose one’s own keyboarding problems.
H.
Analyze results of keyboarding diagnoses and apply appropriate corrective drills.
I.
Complete required charts and explain results of analysis.
J.
Maintain concentration when keyboarding with a minimum of 50% improvement.
K.
Demonstrate rhythmic keying technique by using character-by-character system for 10 minutes cold-copy typing.
L.
Demonstrate 100% accuracy on one-minute sprints.
M.
Demonstrate 100% accuracy on skill-development paragraphs.
N.
Demonstrate development of stamina by typing increasingly longer timed writings without loss of speed and accuracy.
ATTENDANCE:

Students are expected to attend every class session.  Attendance will be taken each class session. If you arrive late, it is your responsibility to inform the instructor after class, so your absence will be changed to a tardy.  Attendance is important in a skill development course.  Arriving late or leaving early will be counted as half an absence.  A student will be dropped from the class when, in the judgment of the instructor, the student is not making satisfactory progress.  Students who have already accumulated 4 absences by the drop deadline may be dropped from the course.  Students must keep up with the assignments or they will be dropped.  To receive credit for the class, students must successfully complete the coursework including the final examination.  If you wish to drop this course, it is your responsibility to do so.  

There will be no excused absences.
GRADING POLICY: 
There will be no make-up for quizzes, tests, the midterm, the final, or in-class assignments.  The final exam must be taken when scheduled.  There will be no late assignments accepted.  

The instructor reserves the right to change the time schedule and the number of assignments.  However, changes will be announced in class. 


Classroom Participation:   
10 %

        Grading Scale

Timings:



30 %

90% - 100%
=   A

Assignments:


20 %

80% - 89%

=   B


Quizzes:



20 %

70% - 79%

=   C


Final Exam:



20 %

60% - 69%

=   D









Less than 60%
=   F

TOTAL:
      Maximum of 100 %

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

A= 35 wpm / 3 errors or less

B= 30wpm / 4 errors or less

C= 25 wpm / 5 errors or less
D= 20 wpm / 5 errors or less
F= 0 to 19 wpm

ACADEMIC DISHONESTY:

Cheating is the act of deception by which a student misleadingly demonstrates that s/he has mastered information on an academic exercise. Examples of cheating are copying or allowing another person to copy a test, paper, project, or performance, etc. 
Plagiarism is the act of representing the work of another as one’s own without giving credit. Plagiarism includes but is not limited to incorporating the ideas or words of another’s work without giving appropriate credit. If a student is found to be in violation of cheating and/or plagiarism, the student will either be dropped from the class or failed, and a record of this act will be recorded in the student’s file according to the Reedley College Catalog. 

