Reedley College

Spring 2009 

1/12/09 – 3/13/09 (9 week course)
Course:
IS 10 - 51476 - KEYBOARDING 

Class Meets:
TTh, 6:30-7:30pm – POR 5
Instructor:  
Daniel Morales, BS/MS

Email: 

daniel.morales@reedleycollege.edu or daniel.morales@alumni.usc.edu
Phone:

559-638-3641 ext.3264 (if no answer: leave a detailed message)

Office Hours:
Room Bus 47: Monday 1-3pm, Wednesday 1-3 pm

DVC: Thursday 9-10am, 

or by appointment

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 Student Learning Outcomes:

· Employ word-processing functions consistent with standard written English conventions

· Apply written English editing strategies using word processing tools

· Use keyboarding technology tools for written English communication in paragraph and essay writing

· Apply speed and accuracy to written English material on keyboard

· Employ confidence in both use of the keyboard and written English skills

· Recognize and employ vocabulary dealing with computer applications

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.

Accommodations:  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 or Section 504 of the Rehabilitation Act, please contact me as soon as possible.

Grading:

1. Windows/File Management project

2. E-mail account project

3. Word Processing Conventions/Essay

4. Midterm Typing Test

5. Final Typing Test
You will be graded on your overall typing speed, using this scale: 
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.
Final: 
Thursday, March 12 @ 6:30pm in Room POR 5
