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This course is part of the Breaking the Language Barriers through Technology learning community, two classes linked through a common theme or purpose.  As part of this class, all students are also enrolled in ESL 264 offered daily, which is linked to this course. The first half of this course runs from 01/07/2008 to 03/07/2008 and the second portion of the course runs from 03/10/2008 to 05/16/2008.

Course Description  

This course provides an introduction to the computer system with an emphasis on keyboarding.  It is a ‘hands-on’ approach stressing the development of keyboarding skills needed to use a computer effectively.  The keyboarding software allows the student to build speed and accuracy on alphabet, number, and special computer keys.  The course will include skill building exercises and an introduction to word processing software. 

Learning Community Objectives:  The courses in this learning community overlap in promoting the following types of skills development:

Word Processing

· Spell and grammar check

· Formatting

· Conventions of Writing

· E-mail

· Establishing and maintaining an e-mail account

Course Objectives
The major objective of this course is to attain speed and accuracy without looking at the keyboard and to demonstrate an understanding of the computer system and software.

Attendance and Class Conduct

All course work is completed in class; consequently class attendance is required for student success.  An absence results in loss of daily lesson lectures, etc. which cannot be made up.  

· Three consecutive absences may result in an instructor drop. If you do not intend to complete the course, it is your responsibility to make the drop in the administration and records office to avoid receiving a grade of “F.”


· Tardiness is distracting, rude, and it may result in your not receiving information necessary to your success in this class.  Two tardies will be counted as an absence, and lesson points will be deducted.

· Punctuality is part of attendance.  Be on time and ready to work.  Students are expected to remain in class until it is dismissed.  If you leave before the end of a class session, it may be counted as an unexcused absence.



Preparation for class needs to take place before it begins.  Please take care of any personal needs (i.e., using the restroom, getting a drink, sharpening a pencil, etc.) before class begins.  There are no breaks during class time.


Talking and/or visiting is prohibited.


Cell phones and pagers should be turned off or placed in ‘silent mode.’  No phone calls in class are allowed.

Grading:
Final grades will be based on your overall typing speed: 
23 - ^     =   A
18 - 22   =   B
13 - 17   =   C
9   - 12   =   D

Attendance & Make-Up Work:  Attendance is recorded daily.  Students who are absent need to make up work missed.  Students absent for more than one day should contact the instructor.  Late work may not be accepted.

First day of semester through end of third week:

If a student drops one learning community course, the student will be dropped from all courses in that learning community.  Exceptions will be made for a student who is enrolled in a learning community that is linked with a large group instruction course (i.e. History 12, Political Science 2, Art 2).  

Final: 
Friday, March 7 @11:00 am Room LAL 1


No Class:


Monday, January 21:  



Friday, February 15: 


Monday February 18:


March 17-22 (M-S):



Martin Luther King Jr. Day
Lincoln Day
Washington Day
Spring Break

If you have special needs as addressed by the Americans with Disabilities Act (ADA), please notify your instructor immediately.  Reasonable efforts will be made to accommodate your special needs.
