Keyboarding

Instructor – Mrs. Shuford (Room 323)

8th Grade (18 weeks) 

Keyboarding Course - Description and Outline

This course offers general keyboarding instruction on the computer keyboard.  Students will develop basic skills in touch typing and learn proper use and care of equipment and materials.  General computer literacy will be covered.  Major emphasis will be placed on keyboarding technique and time keyboarding drills, as well as organization and following oral and written directions.  Students will also learn proofreading skills and document processing.
Grading Policy

Technique

20%

Classwork

30%

Tests


30%
Timed Drills

20%

Grading Scale
93-100

A

85-92

B

77-84

C

70 – 76

D

Below 70
F

· Each student has the opportunity to redo any paper, with the exception of tests, with a grade of 76 or under.  The student may redo it one time and turn it in stapled to the original work.  The student is responsible for making arrangements with me for use of the computer lab.
Business Lab Rules & Procedures

1. Follow all rules in the Grandview student handbook.

2. Come to class prepared with sharpened pencil and paper 
3. Stay on Task – Do not stray from assigned classroom activities.
4. Be respectful of self, others, and property in actions and words.

5. Unnecessary talking and class disruptions will not be tolerated.  
6. Leave gum at home.
7. Follow directions of teacher.

· Failure to comply with classroom rules will result in the student receiving a point on their discipline card.
Class Opening Steps:

1. Warm up will be on board.
2. Be seated and continue warm up until instructed by teacher.
Closing Steps:
1. Properly save/close documents and programs.

2. Clean up workstation and put materials away.

3. Push chair under table when dismissed.

VoCATS Exam
The VoCATS Exam is a state standardized test and will be given at the end of the course.  Throughout the course students will be given practice questions, packets, tests, and study guides to prepare them for the VoCATS posttest. 

Late Work & Make-Up Policy

Students who are absent are responsible for seeing the teacher during the next day about make up work.  Missing work will result in a lower grade.  The lab will be open most days after school.  Arrangements should be made to stay after school in the next two or three days in order to make up missed work.  Please contact me if you have any questions or concerns.  My e-mail address is shufordsh@hickoryschools.net and my classroom website is http://www.hickoryschools.net/personal/shufordsh/classroom/default.aspx


Parent or guardian and student please sign below and return to Mrs. Shuford.

Student Signature



Period 

Parent/Guardian Signature


Date
