COURSE INFORMATION

Keyboarding Plus

Mr. Patrick J. Murphy (pmurphy@dubuque.ia.us) 552-5542

Voice mail – 552-5542

Goals:

1. To learn the touch key method of keyboarding and to improve technique.

2. To key words, sentences, and paragraphs with continuity and good technique which includes eyes on the copy and a good snappy stroke on the keys.

3. To key from printed and rough-draft copies.

4. To key academic reports, personal letters, outlines, and formatting tables and invitations.

Dubuque Community School District Standards and Benchmarks

Understanding career concepts

Understanding the principles of communication

Understand essential computation skills

Understand and apply information management skills

Attendance:


It is very important to attend class every day, as it is very difficult to find time to make up missed work.  It is your responsibility to keep track of daily assignments and to complete any missed assignments.  Late assignments will be accepted but there will be a 5 point deduction for late assignments.

Students missing class will receive a 1 point deduction per absence. Unapproved absences will be a deduction of 5 points per absence. This will amount to approximately 10 percent of your grade.

Tardies:


Students should be in their seats when the bell rings or they are tardy.  If the student needs to go to their locker or the restroom, they should come to class first and then get a pass.  After the third tardy, there will be a 5 point deduction from the student’s grade.  An additional 5 points will be deducted for each succeeding tardy after the third, plus a call home.  The school tardy policy found in your assignment notebook will be followed.

Equipment:


Computers and printers are very expensive.  Treat them with care.  If equipment is not working properly, notify the teacher immediately.  If damage is due to your tampering or vandalism, you will pay for the repair.


Due to vandalism we have had with the equipment, NO CANDY OR DRINK WILL BE ALLOWED IN THE CLASSROOM.

Grades:

1st Quarter – 25% technique; 10% speed; 10% citizenship/tardies/attendance; 55% daily work and quizzes

2nd Quarter – 10% speed; 10% citizenship/tardies/attendance; 80% daily work
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Continued Citizenship Problems will result in the following interventions:



Teacher/Student Conference



Teacher/Studen Plan



Contact Parents



Sent to Plan Room for Assistance in developing a Plan



Dropped from the Class.

Basic Class Rule:
Be In Class 




Be On Time For Class




Respect Yourself And Others




Respect School Property And Property Of Others

Supplies:


a 3-ring notebook


pen/pencil, notebook paper, and assignment notebook

