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COURSE SYLLABUS

Teacher’s Name:
  Mrs. Opiela
Contact Information:
  opielaa@sasd.k12.pa.us (preferred)
  (412) 492-1200 ext. #3618
Textbook:
 Hoggatt, Dr. Jack P, Dr. Jon A. Shank, and Karl Barksdale. Century 21 Jr. Input Technologies & Computer Applications, 2010.
Textbooks will be kept in class.   No one should take a book home, unless they checked with the teacher first.
Course Outline:                     

This course is designed for students to learn how to key correctly and/or enhance their keyboarding skills. Emphasis will be on learning proper keystrokes while improving their speed and accuracy through the touch method of keyboarding.  Additional units of study will review of Microsoft Office, introduction of iPad etiquette and iWork Suite, coding websites and apps, and cyberbullying
Course Grade:

I will use a variety of assessment tools to gather evidence of student success in reaching the Pennsylvania State Standards, National Education Technology Standards, State Assessment Anchors, and the National Business Education Standards.  Listed below are the some of the assessments: 

· Teacher designed tests 

· Scored and not scored timed writings

· Teacher Observations- while students work independently 

· Collaborative Learning activities 

· Technique checks
· Teacher Designed Rubrics 
The final course grade will be based upon 75% class work, production, and timed writings and quizzes/tests AND 25% participation.
Participation:   Following the classroom procedures and class rules, peer tutoring, using proper keying techniques, and classroom behavior.
Class work and Production:  Production will be all of the assignments the students are to complete in MicroType Pro, Microsoft Office, iWork, daily warm-ups, (collected weekly) and daily worksheets.
*** If a student is absent from school it is their responsibility to see the teacher about making up the missed assignments. The work can be done before and/or after school, lunch, in class, or during tutorial.

Materials: 
The students will be using materials provided by teacher that include:

· Textbook

· Class folder

· Keyboard cover

· Applied MicroType Pro, Microsoft Office, and iWork software
The students will bring a writing utensil and their assignment book to class. 

SAES Grading Scale:

	A+                       97.5-100%           
	C                    71.5-78.4%

	A                       91.5-97.4%
	D+                  68.5-71.4%

	B+                      88.5-91.4%
	D                    64.5-68.4%

	B                        81.5-88.4%
	F                    below 64.4%

	C+                      78.5-81.4%
	


