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Course Title:
Keyboarding

Grade Level:
Grades 9-12

Course Length:
One Semester
Prerequisite:
None

Credit:

5 Units

Text:
Glencoe Keyboarding with Computer Applications

Assignments:
Glencoe Keyboarding with Computer Applications

Additional Assignments:  Generated by teacher

Course Description:

This is a beginning keyboarding course.  Students will learn how to operate a computer keyboard using the touch technique with speed and accuracy.  This is a skill that will not only add to a student’s resume, but help them in college and in corporate America.  Students will also use word processing software to develop their formatting and editing skills, which will enable them to produce high-quality documents.  In addition, students will be introduced to the ten-key numeric keypad and be instructed in proper business etiquette.

Goals:

1. Develop and practice correct keyboarding techniques to ensure efficient operation and to avoid fatigue or wrist problems

2. Develop self-esteem by demonstrating the ability to produce high-quality documents

3. Develop language skills in capitalization, punctuation, spelling, grammar and sentence composition
4. Evaluate the appearance and accuracy of the documents produced
5. Prepare for the “real world” by developing skills and behaviors to be used in college, personal life and entry-level office jobs
Requirements:

1. Complete lessons 1-60 of the textbook

2. Complete teacher generated assignments

3. Timed writings and keyboard technique assessments

4. Final Examination

5. Submit a portfolio of graded assignments

Make-up Work:
There are no make-up privileges for work missed during an unexcused absence.  For excused absences, you will be allowed one day for each day of absence to complete and turn in missed work.  It is the responsibility of the student to obtain any missed work.

Classroom Policies:

All rules outlined in the Heritage High School Student Handbook will be enforced in the class.

Show respect for others, yourself, and the classroom environment.  No food or drinks will be allowed in the classroom except for water.
Students not seated in their assigned seats when the bell rings will be marked tardy. Students are to remain seated.
Additional Computer lab rules:
1. Students must report any computer problems or damage immediately to the instructor.

2. Students may not unplug or rearrange cords or software setting, unless instructed by the teacher.

3. Students may not use the internet for personal use.  All internet use in the classroom is carefully monitored and logged by the school district.  Students are only allowed on the internet for class assignments that have been issued by the instructor.  All other internet usage is off limits.  Penalties for not adhering to this rule could be as severe as losing all computer privileges, which would result in the student not being able to pass the class.

Grading Criteria:

Performance

30%

Assessments

50%

Technique

10%

Final


10%
Grading Scale:

90%
-
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-
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