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INFO: 

· Class information and Grades can be found on “Blackboard”.

· Class information will also become available on Facebook.    
                  Follow us on Facebook:   RC keyboarding
· Please be in class 5 minutes prior to the starting time of this class. (8:55 a.m.)

· Work at home will be required in addition to work during class times (work at home should not substitute for work during class periods).
· Requirements: Type by Touch (OT9)    ---  18 wpm
· Cell phones: No texting allowed. Please put your phone on vibrate/silent, and step out of the classroom when you get a phone call. Use of cell phone during class time will result in point deduction. No phones on your desk! 
· Keep your fingernails trimmed to a length that will not affect hand/finger position while using the keyboard. (point deduction)

· No food and/or drinks near computers

· Students are required to practice control of the keyboard, proper typing technique, speed and accuracy on the keyboard throughout the class period.

· Important: 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 of the Rehabilitation Act, please contact me as soon as possible. 

LEARNING OUTCOME: 

· To develop/maintain good keyboarding techniques.
· To develop touch control of the keyboard 
· To build and improve speed (goal= improve 1 wpm/per week)

· To build accuracy 
COURSE DESCRIPTION: 

· A typing course that teaches students proven methods for developing a sound foundation in keyboarding skills.

· Two distinguishing features of this course are its diagnostic approach and utilization of corrective championship drills.

REQUIRED TEXT:

· SKILLBUILDING, Building Speed and Accuracy on the Keyboard, 3rd Edition     
Authors:  Eide, Rieck & KleMIN
· Make sure you bring the textbook every time you come to class. “NO BOOKS” / copies will not be accepted. (point deduction)

· USB Flash Drive
HOLIDAYS: 

· Labor Day  September 5, 2011
DROP DEADLINE: September 13, 2011.  Last day to drop a class. (Letter grade will be assigned after this date)

FINALS:  Thursday – October 13, 2011   Time – 9:00 a.m.
ATTENDANCE: 

· Students are expected to attend all class meetings, be on time, and be in class the entire class session.  The only excused absences are those due to a school-related activity (RC), funeral, medical or a requirement to appear in court.  Emailing me to tell me you will be absent does not excuse you but is considered a professional courtesy. If you decide to drop the course, it is your responsibility to make the drop official in the Admissions and Records office or else possibly receive a grade of F.

· Absences for which a medical or court excuse is provided (professional letterhead required) will be recorded but not figured in the attendance grade. If necessary:  Final can be retaken.
· Keep in mind that this is an occupational course, and attendance is important here just as it will be in the employment for which this course is in part designed to prepare you.
· Instructor has the right to drop students from this course if absent on day 1 or 2 of the class or on the 4th consecutive absence prior to the drop deadline.
WEEKLY GRADING will be as follows: (See other paper)
· Attendance 10 points deduction for every missed class.

· Tardy Students are expected to be on time.  It is distracting and rude to fellow classmates and to the instructor when a student is late.  5 Points will be deducted for each tardy, or leaving early. 

· Students missing more than 15 min. per day will also be counted as absent.

· BEING LATE FOR YOUR FINAL: minus 50 points.
· Technique Incorrect technique during daily practice and testing will result in point deduction. “Type by Touch”
· Testing Timed keyboarding tests will be administered every Thursday. 
· There are no make-ups for missed tests.  If you foresee that you have an unavoidable situation on an upcoming test date, you may arrange to take the test 1 day early.  No late tests will be allowed.  Email me to discuss a specific situation.
· Tests will be graded on Accuracy, Speed and Technique.

· Class work (unfinished work will be calculated in grading every 3 weeks.)(-3 points per lesson missing)
· You should have all of your weekly work completed by Friday, 5:00 p.m. 
· Email me your finished class work.  anita.dekker@reedleycollege.edu

· Point deduction for use of cell phones, no books, working for another class, emailing, long nails, etc., as described in syllabus.

· Extra Credit:  
· Missing ZERO classes (Incl. no tardy)   +10 points
· Blood drive   +5 points
· Twitter:      1st week sign up    +5 points,     2nd Week    + 3 points

FINAL GRADING will be as follows: 

· All of your weekly scored points  and the points for the final exam and speed improvement will be added up (total possible 1000 points) This number is then divided by 10 to give a score between 0 and 100. 
	Weekly Grade

	Final Grade


	Progress Checks           60%

	Weekly Grade      80%


	Attendance            40%

	Final Test       10 %


		Speed Improvement      10 %



	


	Percent of Total Points
	Grade

	90-100 %
	A

	80-89 %
	B

	   70-79 %
	C

	    60-69 %
	D

	0-59 %
	F


Grading OT 46           Championship Typing         Anita Dekker

A. Weekly Grade:  80% of Final Grade      Total of 100 points per week (100x8=800 points over 8 weeks)
· Attendance:           40 points
· Progress Check:    60 points
	Weekly Grade:    Percent of total points
	Grade

	90 – 100  %
	A

	80 – 89 %
	B

	70 – 79 %
	C

	60 – 69 %
	D

	0 – 59 %
	F


Attendance: 40 points per week  --  max. 10 points per day (4 days of class per week)
· Attendance:   10 points

· Absence:           0 points

· Late:                  5 points

· Leave Early:     5 points

Progress Check: 60 points per week  --  Checked on Thursdays (Last day of the class that week)
Grade for week 1:  Average of Entry Timing  and Progress Check 1.
· Week 1 - 3

	Speed
	Points
	
	Errors
	Points

	35 +
	30
	
	3 or less
	30

	30 - 34
	25
	
	4 - 7
	25

	25 - 29
	20
	
	8 - 10
	20

	21 - 24
	15
	
	11 - 12
	15

	20 or less
	10
	
	13 +
	10


· Week 4 - 6

	Speed
	Points
	
	Errors
	Points

	40 +
	30
	
	3 or less
	30

	35 - 39
	25
	
	4 - 6
	25

	30 - 34
	20
	
	7 - 8
	20

	25 - 29
	15
	
	9 - 10
	15

	24 or less
	10
	
	11 +
	10


· Week 7 – 9 

	Speed
	Points
	
	Errors
	Points

	45 +
	30
	
	3 or less
	30

	40 - 44
	25
	
	4 - 5
	25

	35 - 39
	20
	
	6 - 7
	20

	30 - 34
	15
	
	8 - 9
	15

	29 or less
	10
	
	10 +
	10


B. Final Test:  10% of Final Grade   100 points
	Speed
	Points
	
	Errors
	Points

	45 +
	50
	
	3 or less
	50

	40 - 44
	40
	
	4 - 5
	40

	35 - 39
	30
	
	6 - 7
	30

	30 - 34
	20
	
	8 - 9
	20

	29 or less
	10
	
	10 +
	10


C. Speed Improvement:  10% of Final Grade   100 points
· Goal is to improve 9 wpm in 9 weeks
	Improve
	Points
	
	Improve
	Points

	1 wpm
	10
	
	6 wpm
	60

	2 wpm
	20
	
	7 wpm
	70

	3 wpm
	30
	
	8 wpm
	80

	4 wpm
	40
	
	9 wpm
	100

	5 wpm
	50
	
	
	


***Final Grade:

· All of your points will be added up ( max. 1000), this number will be divided by 10 to give a score between 0 and 100.
	Final Grade:    Percent of total points
	Grade

	90 – 100  %
	A

	80 – 89 %
	B

	70 – 79 %
	C

	60 – 69 %
	D

	0 – 59 %
	F


·   The instructor reserves the right to round up grades which are 5-15 points off a whole letter grade. For example, 795 points can be rounded up to 800 if that would give the student a B.  (Points will be deducted for incorrect typing technique during final exam.)[image: image2.png]



