KEYBOARDING
Syllabus

Teacher:
Mrs. Wess
E-mail:
tracy.wess@ahschools.us




Phone:
763-506-8488
Text:
Century 21 Computer Keyboarding, 7th Edition, South-Western Publishing Company, 2002
Software:
Microsoft Word, Microtype, Micropace

Course Outline
1) Alphabetic and alphanumeric keyboarding technique

-Letter, Numeric and Symbol keyboarding technique

2) Key and format personal and business correspondence

-Personal-business letters, Business letters, Memos and Reports

3) Formatting skills

-Outlines, Tables, Proofreader’s marks and Centering horizontally and vertically

4) Speed and Accuracy Development
Discipline Policy
Students are expected to show respect to the instructor and other students and take care of equipment and furniture.  Students are expected to be prepared for class each day, be on time to class and in their seat when the bell rings.  Bring all assignments and materials to class daily.

ALL Andover High School, District and Technology rules will be enforced in the classroom according to school and district policies.
Passes
You may use the classroom pass to leave class at a time that is not distracting to the class.

Grading
The students spend the first few weeks learning the keyboard and will be graded on a pass/fail basis until they learn the keyboard.
A 93-100,
A- 90-92,
B+ 87-89,
B 83-86,
B- 80-82,
C+ 77-79,
C 73-76,

 C- 70-72,
D+ 67-69,
D 63-66,
D- 60-62,
F 0-59
End of term grades
15%
Timed Writings—3-minute timings

15%
Technique

40%
Production and Quizzes

30% 
Common Summative Assessment
Grading modifications may be made for students with IEP or 504 plans.
Assignments/Late Work/Missing Work
Keyboarding is a course where the curriculum from one lesson is needed to complete the next lesson.  It is extremely important to keep up with the daily work and complete missing work in a timely manner.  Time is provided in class to complete assignments.  If you are not able to complete assignments in class, you need to make arrangements with me to schedule computer lab use before/after school/during WIN time.
Relearning and Reassessment
Summative reassessment: Students must complete all missing formative work and attend a review session before retaking a summative assessment.  The first reassessment will be an alternate version of the exam.  If additional reassessment is needed, the teacher and student will identify the area(s) of difficulty and agree on an alternative form of assessment.
