

Instructor:
Carmen Rhodes
E-Mail:
carmenrhodes@gtchs.org

Room:

212
COURSE DESCRIPTION:

This course is designed to provide the student with the opportunity to further master skills in entering alphabetic, numeric, and symbolic information using the touch method of keyboarding. Emphasis is placed on accuracy and speed. In addition to developing keyboarding skills, the student will use Microsoft Word to produce a variety of essential business and professional documents.

REQUIRED MATERIALS:

· GTCHS Technology Use Policies sheet signed by parent or guardian.

· Textbook, which will be supplied by the school and will remain in the class

· A minimum of two floppy disks—3 ½-inch, high density—required by the end of the first week of school

· One ream of 20-lb.laser printer paper 
· Notebook for taking notes, pencils

COMPETENCIES/OBJECTIVES:

After successful completion of this course, the student should be able to

1. Develop and use proper techniques to key alphabetic, numeric, and symbol information using the touch method of keyboarding.

2. Develop and use proper techniques to key numeric information using the ten-key number pad using the touch method.

3. Demonstrate keyboarding speed at a minimum rate of 35 words per minute for three minutes with no more than three errors.

4. Follow oral and written instructions.

5. Understand and correctly use keyboarding and word processing vocabulary.

6. Demonstrate proper and appropriate use of keyboarding/word processing software and computer equipment.

7. Use correct punctuation, grammar, spelling, number expression, and capitalization in documents.

8. Use proofreaders’ marks, proofread, and edit copy.

9. Key, format, and edit a variety of business documents including letters, reports, memorandums, resumes, tables, and manuscripts using Microsoft Word 2003.

GRADING SCALE:

A



93-100

B



85-92
C



80-84

Below Proficiency

Less than 80

GRADE DETERMINATION:

Quarter grades will be determined using the following:
Theory and hands-on tests – 50%


Daily assignments, quizzes, projects – 50%

Final Grades will be determined using the following:

1st Quarter – 40%

2nd Quarter – 40%
Final Exam – 20%
COURSE POLICIES AND PROCEDURES
Student Conduct in Class

Every student is expected to abide by the GTCHS code of conduct as written in the Student Handbook. The Code will be consistently followed. Any student behavior that is disruptive to the educational process and the learning atmosphere of all learners in the classroom will be handled in accordance with the GTCHS Student Handbook. Any acts of classroom disruption or violation of computer lab policies may result in disciplinary action. 

Electronic Devices in Class

Cellular phones, pagers, CD players, radios, headphones or earphones, or any other electronic devices are prohibited in the classroom. They are a disruption to the educational process. Any of these devices that are visible or are in use during class may be collected by the teacher.

Test Policy

Major tests will be announced in class in advance. Make-up exams that require PC use will be given during study sessions; written tests may be made up during the Friday 1:30 session in the AH auditorium.  

Tardies and Absences

All students are expected to be in class on time. First tardy will result in parental contact. Second and subsequent tardies will result in parental contact as well as detention during Academic Assistance. If you are absent or late (whether excused or unexcused), it is your responsibility to get class notes, handouts, lab assignments, and any other information that was covered while you were gone. When you have an excused absence from class and an assignment was due the day you were absent, the work may be turned in at the beginning of the next scheduled class meeting. Keep your teacher informed when you are having a problem with attendance.

Academic Honesty

Students assume full responsibility for the integrity of all work turned in to the teacher. Each student is expected to uphold the school’s standard of conduct relating to academic honesty. You are guilty of violating the honor code if you:
1. Use the work of others and represent it as your own (plagiarism)

2. Obtain unauthorized assistance for any academic work

3. Give unauthorized assistance to other students who will represent your work as theirs

4. Fail to appropriately document resources of material obtained in research

5. Get unauthorized assistance from other students, methods, or media when taking a test or other assessment

The penalty for violating the honor code is severe. If you are unclear about whether a particular action or situation may constitute an honor code violation, you should meet with your instructor to discuss the situation. Any student violating the honor code will receive disciplinary action following the GTCHS Student Handbook.

Please detach and return to this sheet to your teacher by Wed August 16.

Name of Course:           



Please check the boxes if you have read and understand the course syllabus and computer lab policies of GTCHS.

(
I have read and understand the course syllabus. 

(
I have read and understand the GTCHS computer lab policies and will abide by them.


   Printed Student Name
Student Signature


   Printed Parent/Guardian Name


   Parent/Guardian Signature
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