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Keyboarding Class Syllabus
    

    Teacher Mrs. Hood






     Room #39

E-mail: kailyn28@yahoo.com

Web Address:  http://www.geocities.com/mhood/index.html


Overview of the Class


As a student in this keyboarding class you will learn skills to address business applications to enhance your reading, writing, computing, communication, and reasoning skills.  These skills will help you in the real world. While learning these skills, you will be applying them to documents, calculations, and communications that connect with other curricular areas.  This course will provide tools that will enable you to perform better in your other courses.

COURSE GOALS

· To type at a rate of 40 words a minute for 5 minutes with no more than 5 errors.
· To apply basic language arts principles correctly while typing a variety of documents.
· To operate the computer and the software quickly and correctly.
· To type reports in a variety of formats.
· To type various kinds of business correspondence in a variety of formats.
· To prepare tables.
· To create desktop published documents.
· To learn how to navigate in and use a spreadsheet.
· To learn how to create and use a database.
Supplies Required for Keyboarding Class:

· 1 ½ or 1 inch Binder (any color)

· 1 package of 5 Index Tab Dividers

· Pen (black or blue)

· Notebook Paper

· 3 ½ Floppy disk (only if you loose or damage yours)

Binder

Everyone will be expected to have a binder and keep it current. The binder will be worth one test grade each six weeks. The organization of your binder should be as following:

Title Page-Please make a title page it can be typed or drawn, or written 

Include Keyboarding and your class period, and Mrs.Hood, and your first and last name.

Please include some graphics or drawings, ect. (Please be creative) 

Tab 1- Progress Reports

The progress report will list your grade and what assignments you are missing. This progress chart will also be signed by your parents showing them your grades.

Tab 2-Graded Assignments

This will be where you will put you graded papers.

Tab 3-Test

Test and quizzes 

Tab 4-Handout

Handouts and any miscellaneous papers.

Tab 5- Notes

This is where you will place your notes or any notes that I give you typed or printed out.

Assignments

All Assignments for the week will be due no later than the following Wednesday of the next week unless otherwise told by me.  This will give students who are absent time to catch up and students that don’t type as fast or students gone on school events.

Attendance

Attendance is important in this class in order to stay caught up. If you have any problems or concerns about assignments because you were absent please let me know. There may be times that I can let you come in before school, after school, or type up your work at home. There will be Bonus Points at the end of each six weeks for perfect attendance.

HALL PASSES
You will be allowed 1 pass per six weeks to go to the restroom, drinking fountain, and locker.  Please make sure that you go to the restroom and get all your supplies before you come to class. 

 Classroom Expectations

The following is a list of expectation that you need to make sure you follow while in class:

· Food, Drink, and Gum will not be brought into class

· Be responsible for maintaining proper behavior in class at all times

· No playing around with my computer’s mouse ball, changing icons and wallpapers or screen savers on the desktop.

·  Be responsible for the care, handling, and maintenance of all materials, supplies and equipment used in class.

· Keep my feet on the floor and keep my hands to myself.

·  Clean up my work area before I leave class (papers, books, ect.) Push in my chair and be dismissed in an orderly fashion.

Consequences 

1. If you have to constantly be reminded about expected behavior you could get any of the following or a combination:

· Lose points on your responsibility grade.

· Held a few minutes after class.

· Given extra assignments.

2. If you constantly disrupt class your parents will be notified.

3. If a class disruption is serious enough you will be sent to the office.







