Course Expectations for Keyboarding Applications

Mr. Piersanti
Course Outline:

· Learn the components of a computer, hardware and software

· Explore the practical, real world applications of Keyboarding

· Learn and master Alphabetic Keyboarding


· Internet Safety

· Introduction to Coding

· Learn the Numeric Keypad




· Proofreading Marks
· Unbound Reports

· Podcasts

Supplies Needed for Class

1.  Folder with pockets
3.  Pen or pencil

Grading:

Tests/Quizzes/Projects = 60%

Classwork/Homework = 40%

Homework

Keyboarding Tests 

The students will take a short mastery keyboarding test.     I will collect and grade every test.  If a student has more than 6 errors, he/she is required to type a homework assignment sheet for that chapter. The homework is due before the following class.  Once the homework is completed, you may retake the test within a 1 week period from the original test.  The highest grade received on a retest is a 85%.  Please review graded tests to keep up-to-date on your child’s progress.

If you see a grade of a 0%:  

Your child needs to come to advisement to take the typing test.  Your child was not in class and/or may not be ready to take the test.  

If you see a grade between a 79%-50%:  

Your child took the keyboarding test and he/she is required to complete a homework sheet.  Once the homework sheet is completed, your child can retake the keyboarding test until an 85% is achieved.  They can retake the test as many times as necessary to achieve an 85%

80-84:
 Your child is not required to retest but has the option to retest until an 85% is achieved.

85%-100% - Awesome!!   No homework or retest required.

***Every student should have at least a “B” average in my class because he/she is allowed to retest up to an 85% once the homework is completed.  All tests are returned the next class period.  Each student is required to keep an up-to-date log.  

Extra Credit – Extra credit is assigned each marking period.  Please take advantage of this great opportunity!
Please have your child talk to me in class if there are any discrepancies regarding his/her grades.  

Final Exam 

The final exam will consist of both a written and a keyboarding performance section.  Please study your notes.

Notebooks

Notes will be given in class and are to be kept in the student’s binder.  An organized notebook must be maintained.  The written tests & part of the final exam consist of the notes taken in class. 


Computer Games 

Computer games are not allowed and disciplinary action will be taken.  
Substitutes

It is very difficult for substitutes to walk into any classroom and take over for the day.

Therefore, any reported discipline problems will be “written up” and reported to Ms. Menkiena.

Respect

Students are expected to be respectful of each other, the materials in the classroom, as well as the instructor.  Inappropriate language is not tolerated in the work place and will not be tolerated in this classroom.

Student Conduct

Any activity that involves copying programs from the computer, deleting programs from the computer, or participating in activities that fall outside of classroom work is prohibited during class time, advisement, or after school. PARTICIPATING IN ANY OF THESE ACTIVITIES MAY RESULT IN YOUR PERMANENT REMOVAL OF COMPUTER PRIVELEGES.  Remember the computer usage policy rules.

Agendas

All students will be required to have their agenda book in class.  A student will not be allowed into class late or be allowed to leave class without an agenda pass.  Pages should not be torn out of the agenda book.  It should be used as a valuable record of assignments and passes.
When your child turns in their assignment for the day, I will sign their agenda to verify that they completed this assignment and turned it in.  If there is a 0 in the gradebook and there is no signature in their agenda for that day, this means that the assignment was not turned in.

Excused Absences
If a student has a music lesson, field trip, or any excused absence, please notify me before class. Students will be responsible to write down classwork and homework. All work is expected to be complete for the next class day. Homework that is not complete for the next class day is considered late.

Teacher Availability

On Tuesday and Thursdays I am available after school until 2:45 p.m.  There is a bus available every day. Please check with me to verify I have no conflicts with meetings and/or appointments.
Hats/Backpacks: 

Hats and Backpacks are not allowed in the classroom.

Cheating:

Any student caught cheating will receive a 0 on that assignment and will be required to complete the assignment.   All parties involved will receive a 0.   Parents and the Principal will be notified.    

Questions or Concerns

If you have any questions or concerns, please feel free to contact me at JPiersanti@edencsd.org. 
PLEASE REFER TO THE STUDENT HANDBOOK

FOR SCHOOL RULES & POLICIES.

Dear Parents/Guardians:  To review my course expectations, please visit my website at www.edencsd.org, Teacher Pages, Business Piersanti J.,  Keyboarding Applications, Course Expectations.
Keyboarding Applications

Mr. Piersanti
I have read and understand the course expectations:

Student Signature:  ______________________
Date:  _____________

Parent Signature:  _______________________
Date:  _____________

Parent Contact Numbers: 
cell:  ________________________________




home:  _______________________________





work:  _______________________________

Parent’s E-mail Address: ________________________________

[image: image1.png]



