REEDLEY COLLEGE

995 North Reed Avenue
Reedley, California 93654

OT 7 – COMPUTER SPEED TYPING
SYLLABUS – Spring, 2008
Instructor – Louise Auernheimer

Voice Mail:  638-3641, Extension No. 3808

e-mail :  louise.auernheimer@reedleycollege.edu
COURSE DESCRIPTION FROM REEDLEY COLLEGE CATALOG

A practical approach to developing speed and accuracy when typing on


microcomputers.  The course is designated to diagnose individual typing


skills and teach the exercises and applications that will enable the student


to type faster and more accurately.

SHORT-TERM COURSE – 9 WEEKS

Monday, Wednesday, Friday –1:00-1:50 p.m.. – Room B41



.5 unit of credit (may be repeated)

PREREQUISITES

Basic skills advised:   Eligible for English 126. (CSU)


Subjects advised:
IS 10 and/or high school typing

Entrance skills:
20 words per minute with 3 errors or less; Keyboard   memorized

TEXTBOOK
SKILLBUILDING:  BUILDING SPEED AND ACCURACY ON THE KEYBOARD (3rd Edition) by Eide, Rieck and Klemin

COURSE OBJECTIVES


Skillbuilding:  Building Speed and Accuracy on the Keyboard provides you with a
thoroughly tested program to improve your proficiency in using a personal 
computer, word processor, typewriter, or any other machine with a similar 
keyboard.  It contains materials specifically designed to:

· Measure your keyboarding speed and accuracy at the outset of the skillbuilding program by typing the Course Entry Timing.
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· Determine your specific keyboarding problems by analyzing the results of the diagnostic tests that appear at the beginning of sections 2 and 12 of the program.

· Select appropriate practice lessons based on diagnostic tests, your personal choice of lessons, or teacher-prescribed lessons.

· Establish your particular skill-improvement goal for each practice lesson by typing the lesson pretest.

· Provide you with specially designed skillbuilding exercises in a prescribed manner.

· Determine whether or not you have achieved your practice goal for each lesson by typing the lesson posttest.

· Measure your overall skill-development progress at regular intervals during the skillbuilding course by typing special Progress Check Timings and at the end of the course by typing the Course Exit Timing.

Skillbuilding reflects the philosophy and research findings of Dr. Fred E. Winger, former professor of office administration and business education at Oregon State University.  His research found that the appropriate type of practice material, when practiced systematically and in the correct way, produces statistically significant gains in speed and in accuracy.

HOLIDAY(S) – Martin Luther King Jr.


    Presidents’ Day Holiday

ATTENDANCE AND CLASS CONDUCT
· Class begins promptly!

· Three absences may result in an instructor drop.  IF YOU DO NOT INTEND TO COMPLETE THE CLASS, IT IS YOUR RESPONSIBILITY TO DROP THE COURSE.
· Open lab time, or working with a tutor, is not a substitute for attending class.  Lab time is in addition to class time.

· NO food, drink, candy, chewing gum, popcorn, visitors or cell phone use are permitted in the classroom.

· Use of the Internet during the class period is not allowed.
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· This is a nine-week course.  Respect each other by not visiting during the class period, thus enabling each of you to achieve your goal in completing the assigned lesson(s) and receiving a positive grade.
FINAL DROP DATE –

GRADING – The Course Entry Timing establishes each student’s initial speed and accuracy skill level.  Your goal is to key your timings with one error per minute.  Your final grade will be determined by comparing the last three or four Progress Checks and Course Exit timing with your Course Entry timing.  The table below shows your course entry speed and the improvement necessary for each grade.

COURSE ENTRY TIMING –  35+    wam  = A
 Errors –  3 and less = A

  30-34 wam  = B
 4 –  6        = B


  25-29 wam  = C
 7 –  8        = C

  20-24 wam  = D
  9 – 10      = D


  23 or below = F                     11 plus      = F
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.
