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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 01/12/2009 to 03/13/2009 and the second portion of the course runs from 03/16/2009 to 05/22/2009.

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

· Attendance is required and the instructor reserves the right to take roll at any time during the duration of the class period. To achieve successful completion of the course, it is critical for the students taking this course to attend all classes. The instructor may be forced to drop you if you have more than two unexcused, consecutive absences. Because this course is only 1 hour in length, it is critical that you arrive to class ON TIME, as we will start on time. An absence results in loss of daily lesson lectures, etc. which cannot be made up.  

· 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.”


· -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 are 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:
Final demonstration (25 WPM)
60 points

Attendance



20 points

Unit completion (5 @ 4 points each)
20 points
TOTAL



100 points



Typing speed grading scale

23 - ^     =   A
18 - 22   =   B
13 - 17   =   C
9   - 12   =   D

Final Drop Date:

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: 
Tuesday, May 7 @6:30 p.m. Room Por 5


No Class:


Spring Break April 6-10, 2009

Examinations:
Keyboarding involves skill development, and therefore the final demonstration will assess keyboarding skills grained throughout the course through demonstration. Unit completion is 5 assignments that will be turned in for a grade.
Policies:

Campus code requires that shoes or sandals and appropriate attire be worn at all times on campus. Eating, drinking, and smoking are not allowed in the classroom or computer labs. A student will be subject to discipline if she or he:

1. Prevents other students from pursuing their authorized curricular or co-curricular interest.

2. Interferes with or disputes facility and administrators who are fulfilling their professional responsibilities.

3. Prevents classified employees from fulfilling their prescribed duties.

4. Deliberately endangers the safety or persons or the security of college property.

5. Violates SCCCD computers and networks usage policy.

Special needs students:
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.

Class Schedules:
Week 1

3/16
Class orientation, syllabus review, district policies.




File maintenance and handling

Week 2

3/23
Blackboard

Week 3

3/30
Internet Explorer
Spring Break
4/6

Week 4

4/13
Outlook
Week 5

4/20
Keyboard

Week 6

4/27
Word

Week 7

5/4
Word

Week 8

5/11
Word

Week 9

5/18
Final Demonstration 5/19
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