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Standard 1D - Syllabus

COURSE SYLLABUS
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Prerequisite(s):  None
Course Description

This course is designed to develop skill in operating a keyboard by touch.  This course provides students an opportunity to develop skills through the completion of projects and performance based activities.  The experiences apply and reinforce competencies required for employment in the modern business world.

Materials Used
Keyboarding & Information Processing, Southwestern Educational Publishing

Objectives

See Task List at http://www.kytechcurriculum.org/functions.asp 

Grading 

Grading Scale


Grading Criteria

A 100-92


Point System


B   92-83





C   82-74




D   73-65


F    64-0


I  Incomplete

*Courses with grades of less than a “C” will not count toward a certificate or be eligible for dual credit.
Procedures for Makeup Work/Tests

A student will be permitted to make up for Tests and Work not completed provided the student has an excused absence for missing the assignments.  Excused absences must be approved by the high school.  Bring me a note from your School if you are absent.  No note means you are unexcused.  
Attendance Policy/Withdrawal Policy

Students are expected to attend class and be punctual.  Withdrawals from class will be handled by the High School.  Unless I am notified by the High School, you are enrolled and expected to be at work.

Supplies – None
Class Expectations/Rules
You are expected to 

· come to class each day prepared to work with appropriate supplies and attitude

· do your best and attempt all assignments

· respect one another and the instructor

Course Outline
Know Your Computer
· Developing keyboarding skill

· Alphabetic Keys

Figure and Symbol Keys

Communication Skills

Internet Activities
Accommodations for Individuals with Disabilities and Equal Employment Opportunities (EEO)

The Education Cabinet, the Department for Workforce Investment and the Office of Career and Technical Education does not discriminate on the basis of race, color, national origin, sex, religion, age, or disability in educational services and/or employment.  The Education Cabinet provides, upon request, reasonable accommodations including auxiliary aids and services necessary to afford an individual with a disability an equal opportunity to participate in all services, programs and activities.  To request materials in an alternative format, contact the Civil Rights Compliance Coordinator in OCTE or Norb Ryan at NorbJ.Ryan@ky.gov.  Persons with hearing-and speech- impairments can contact the agency by sing the Kentucky Relay Service, a toll-free telecommunication device for the deaf (TDD).  For voice to TDD, call 1-800—648-6057.  For TDD to voice, call 1-800-648-6056.

The Office of Career and Technical Education does not discriminate on the basis of race, color, national origin, sex, disability, age, marital status, or religion in admission to education programs, activities, and employment practices in accordance with Title VI of the Civil Rights Act of 1964, Title VII of the Civil Rights Act of 1964, Title IX of the Educational Amendments of 1972, Section 504 of the Rehabilitation Act of 1973 (revised 1992), and the Americans with Disabilities Act of 1990 and shall provide, upon request by a qualified disabled individual, reasonable accommodations including auxiliary aids and services necessary to afford individuals with a disability an equal opportunity to participate.

For more information, contact Mr. William Denton, Office of Career and Technical Education, 20th Floor CPT, Frankfort, Kentucky 40601, (502) 564-4286.  Mr. Denton can also be reached through his e-mail address:  WilliamJ.Denton@ky.gov.
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