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	Instructor
	R. Calhoun


	E-mail
Website


	rcalhoun@houstonisd.org/ 

rv_calhoun@yahoo.com



 HYPERLINK "www.geocities.com/rv_calhoun" 

www.geocities.com/rv_calhoun




TEXT(S):

Keyboarding with Computer Applications by Jack E. Johnson, Ph.D. , Delores S. Cotton, Judith Mulkey and Carole G. Stanley

Microcomputer Keyboarding and  Document Processing by Jack E. Johnson, Ph.D. and 

Carole G. Stanley

COURSE DESCRIPTION:
Develops psychomotor skill in operating the keyboard as well as achieving acceptable speed and accuracy levels; provides for instruction in formatting of basic documents for both personal and business use; emphasizes mastery of touch control of keyboard characters; and also includes skill development in proofreading, spelling word division, punctuation, and correction techniques.
TEKS:

· The student applies the proper keyboarding technique to input data when using the computer or typewriter keyboard.

· The student formats and prints documents, for example, personal and business letters, short reports, outlines, and compositions.

· The student applies correct technique for the touch-system of operating the keyboard/keypad to develop speed and accuracy.

· The student will demonstrate proper care and operation of the equipment used. 

INSTRUCTIONAL METHODS:

A combination of lecture/discussion, demonstration, peer teaching, and question answer teaching methods followed by applied skills guided practice independent practice activities will be utilized.
TUTORIAL:

Monday through Thursday, 7:45 – 8:20 a.m., Rm. 516    

METHOD OF EVALUATION:
Grading:

· Grading will follow the policy of the Houston Independent School District

A = 90% - 100%

B = 80% - 89%

C = 75% - 79%

D = 70% - 74%

F = 60% - 69%
Enter evaluation criteria and/or weighting

· Timed writings (Grading Scales recommended by HISD for Keyboarding Timed Writings will be available for use as a classroom set)
· Weekly written, Objective Tests

· Independent Classwork

· Independent Computer Assignments

· Six-week Common Assessment

· Grade Distribution:

· Common Assessment

15%
· Major Grades (Test and Project)
45%
· Minor Grades (Daily)

40%
Obtaining work missed for any reason is the sole responsibility of the student.  Time for make-up will be determined by the teacher.  HISD Policy regarding make-up work will be enforced.  (See HISD student Code of Conduct – READ IT!)
· A grade of no higher than “60” will be given on late assignments.
· All work must be made up within two class periods following an absence from class.
· All computer assignments must be completed in the classroom.
· All assignments should be saved on your floppy disk.
SUPPLIES:
· Use blue or black ink pen on written assignments

· Purchase a three-ring binder (any color) 
· 3-Ring binder required with filler paper 

     
     Five Dividers (one set): 

             Title Page (name, ID#, course, Fall/Spring, year, teacher’s name)


      Syllabus (signed by student and parent

              1 – Assignment Sheet (list of daily assignments)  Date       
Assignment


  2 – Grade Sheet (list of all grades) 
Date
  Assignment
  Turned In
Grade


  3 – Class/Homework (work in progress/yet to be graded)


  4 – TAKS Skills


  5 – Portfolio/Notes
· Purchase a floppy disk from any local retail store
· Keyboarding textbook (obtain from bookroom)
GUIDELINE FOR WRITTEN ASSIGNMENTS

Please write your heading as follows.  Points will be removed for any deviations!
WESTBURY HIGH SCHOOL



NAME(1st initial of last name & ID #)
BCIS IA, Period Number




DATE

ASSIGNMENT TITLE

(skip a line here)

· Observe left and right margins.

· DO NOT WRITE or type ON THE BACK OF ASSIGNMENTS 
(Assignment(s) will NOT be GRADED when written or keyed on the back)
· Key your heading on all pages/assignments.
COURSE OUTLINE:

· Introduction to Keyboarding





· Formatting Various Documents




· Study Guide Handout sheet for Final Examination




· Final Exams, Written (scantron)






CLASSROOM RULES: 
General:

1.
Please do not ask to leave the class without a Pass. Take care of personal matters during your passing time. 

2.  
As class time this year is 90 minutes every other day, be prepared to start class immediately upon entering the classroom at the sound of the tardy bell and continually working until last five minutes of class period.   

3.
This class will run in a quiet, productive manner.  You are expected to follow all classroom/school rules regarding the following:


· NO gum chewing in the computer room

· NO food allowed in the classroom (food is defined as any substance that you can consume via your mouth)

· As this is a computer lab, NO liquids of any nature are allowed in this classroom
· NO excessive talking  

· Respect will be practiced in this room at all times to self, others, and teachers.

· You will be expected to comply with Standard Mode of Dress and it will be enforced.

4.
All discarded paper is to be put away in the trash can by the door as you exit the room.

5.
When entering the classroom, read and follow the directions on the overhead transparency, your task sheet or the board.  

Computer:
6.
Please do not relocate furniture in the classroom or move away from your assigned workstation without permission.

7.
If you have a problem with your computer, please inform me as soon as possible.  You are required to take care of the equipment and furniture in this classroom.  

8.  
You are Responsible for the computer assigned to you during your allocated time and must be used for class assignments only!!!
9.  
All of the screen savers have been set on the computers.  If you notice a change in the set-up of the computers, i.e., screen-savers, desktops, etc., you are to tell me immediately, or you will be held accountable; thereby losing computer time at your workstation until I determine when you can return.  If misbehavior is consistent, it will warrant disciplinary procedure from your assistant principal.   

INTERNET ACCESS POLICY
When accessing an HISD computer (any computer in this school) do not expect any privacy during use.  Use of HISD’s network constitutes consent to monitoring, retrieval, and disclosure of any information stored with the network for any purpose including criminal prosecution.  (See attached sheet, to be returned with signed syllabus) 

Violation(s) of the Acceptable Use Policy (AUP) guidelines for computer use in the classroom will be strictly enforced resulting in the loss of computer time and/or warrant disciplinary action as determined by the assistant principal.

TARDY POLICY

The following procedures regarding tardies will be in place:
· When you arrive late, knock once, sign the tardy sheet, take your seat and pick up with the rest of the class at that point. (Note:  The teacher will record the tardies and will keep all passes, if any are submitted).  
See Student Code of Conduct for additional rules regarding tardies  
	****FAILURE TO COMPLY WITH RULES PERTAINING TO KEYBOARDING WILL RESULT IN DISCIPLINARY ACTIONS. ****
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_________________

Parent’s Signature






Date

____________________________________

_________________ 

Student’s Signature






Date

