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Andover High School

Keyboarding

Course Syllabus
INSTRUCTOR INFORMATION

Instructor Name:  Ms. Woltz

Class Location: Room 505

Phone: 218-4600 Ext. 31505

E-Mail: woltzm@usd385.org
COURSE INFORMATION

Prerequisite:  None.

Course Description: This course is taught using IBM computers.  Ainsworth, a computer generated software, will be used to teach students the “touch method” of the alphabet keys.  Students will then use the software Office 2000 and a textbook to learn the numeric/symbol keys, 10-keys and punctuation rules.  Technique will be strongly encouraged.  Basic business production skills will also be covered.  Students will be introduced to different business and personal-business letter styles as well as unbound report formats.  Speed and accuracy are both important and will be emphasized in this class.

Course Objectives: 

1. Master basic keyboarding techniques.

2. Identify and use basic hardware and software features.

3. Build a foundation of production skills, speed and accuracy.

4. Correctly format and process basic business documents.

Required Materials and Supplies: Occasional pen/pencil for worksheets and written tests.

Supplemental Reading Materials:  Wall Street Journal, Newsweek

Method of Evaluation: 

	Test
	45%

	Homework
	30%

	Timed Writings
	5%

	Commitment
	5%

	Final Exam
	15%


Grading Scale: 

	A
	100 – 90%

	B
	89 – 80%

	C
	79 – 70%

	D
	69 – 60%

	F
	59 – 0%


Major Assignments/Projects: End of unit projects.

Homework: Assignments from textbooks and handouts.

Late Work: Not accepted

Safety Test: Not applicable

INSTITUTIONAL POLICIES

Make-Up Work: It is the student’s responsibility to obtain make-up assignments from teachers following an excused or unexcused absence. In general, two days are given to complete daily work missed for each day of excused absence.  For extended illness, the student will be limited to a total of 5 school days following their return to make-up work missed.  Exceptions to this rule can be made through special arrangements with the teacher or administration.  No make-up credit will be allowed for unexcused absences.  Tests that have been scheduled in advance and long-term assignments need to be completed within a reasonable period of time per the agreement with all parties.  Teachers may establish specific guidelines related to long-term assignments on an individual class basis.  Dependent upon individual teacher policies, students may miss the opportunity to earn daily participation points for non-school related absences.
Unexcused Absences: Students who have an unexcused absence will lose credit for all work missed during that class period.  Students will be assigned 2 hours detention for each hour of unexcused absence or Friday school in cases in which the student is unexcused for a significant part of the school day.

Tardies: Students are tardy if they are not in the classroom when the bell begins to ring.  Individual teachers may further stipulate what constitutes a tardy, (i.e. must be in the seat when the bell rings). Students are allowed 1 excused tardy per class, each semester.  Beginning with the 2nd tardy, 30 minutes detention time will be assigned by the classroom teacher to be served in the school wide detention room.

Academic Dishonesty: Students are expected to maintain academic honesty and integrity at all times throughout their high school career.  Academic dishonesty (as in cheating or plagiarism) is not acceptable.  Cheating includes copying another student’s work and submitting it as one’s own.  In order to receive credit on a computer assignment, your directory must exactly match what you turn in for a grade.  Any communication whatsoever with another student during the testing period will be considered as cheating.  If you submit work identical to another student’s work in their directory, both students will receive 0 points for that particular assignment.  Your directory is safeguarded with a password.  Sharing this password is considered cheating. If you believe another student has your password, please report it to me immediately and I will reassign another password.  Plagiarism is the use of another person’s original ideas or writing without giving credit to the true author.  A student who engages in any form of academic dishonesty will be subject to the loss of credit for the work in question, as well as other disciplinary measures.  Repeated occurrences could result in the student being removed from the class with no credit.  Any student enrolled in a BCCC or dual credit course caught cheating or plagiarizing is subject to BCCC rules and regulations that may result in a student receiving an “F” for the course.

All policies and guidelines from the Andover High School Student Handbook will be enforced.

INSTRUCTOR POLICIES

BE ON TIME:  You should be in your seat, signed in and ready to go when the bell rings.  Tardies will be handled AND enforced as per school policy.  If you don’t serve the tardies within 2 days, the detention will be submitted to an administrator.

You are allowed one pass per 9 week period.  

RESPECT:  Food and drinks are strictly prohibited in the computer lab.

You will need to leave your workstation the same way you found it; put textbooks back on the shelf where you found them, push in your chair.  Be sure and sign out until the red Novell screen appears.  

ASSIGNMENTS/HOMEWORK:  Assignments need to be turned in to the homework folder on the table at the front of the room.  It is your responsibility to get your homework IN the folder.  Any work left lying on the table or printer will not be graded.

You are expected to use your class time wisely.  Any work not completed during the allowed class time needs to be made up before or after school.  The lab will be open at 7:30 a.m. and close at 3:30 p.m.  If you need additional time, see me for special arrangements.

Since this is a computer class, and many times the only time you have a computer available to you, you need to use your computer during class time.  You may not download programs, or play computer games, find something constructive to do.  You may play Ainsworth, write a letter to a friend, grandma, etc…  


COMMITMENT:  This part of your grade is worth 100 points each nine weeks and is 
          based on the following:

· attitude

· attendance 

· preparation for class

· participation 

· supervision needed in class

· level of effort applied

· use of class time

· respect for me and your classmates

· LEAVING YOUR STATION THE WAY YOU FOUND IT!  PLEASE CLEAN UP AFTER YOURSELF!

Please sign and return this page to the course instructor, Mrs. Woltz.

I have read and understand the policies as outlined in the course syllabus.  

This needs to be returned in 2 days from the time you receive this.

_____________________________


____________________________

Student Signature
Parent/Guardian Signature

