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KEYBOARDING II   (1/2 year)

Course Objectives  Every student will:
1. Continue the development of keyboarding accuracy, control and speed 
learned in Keyboarding I, including use of the Cortez Peters typing program.
2. Acquire proficiency in formatting a variety of personal and business documents such as letters, memos, reports, announcements, tables, agendas and more.


3. Apply real-world business practices through typing activities performed in a simulated business project. 


4. Develop knowledge of international cultures and multi-national business activities through an extensive keyboarding simulation project.

5. Develop logical thinking, decision-making, and problem-solving skills through practical application in the classroom.

6. Improve skill in proofreading and editing.

Grading

Grade will be based on classroom assignments, individual and partner projects, speed/accuracy timed writings, and student productivity. Speed grade based on 5-minute timed writings according to the chart shown.



	
WPM
	Grade

	70+
	A+

	65-69
	A

	60-64
	A-

	50-59
	B

	45-49
	B-

	35-44
	C

	30-34
	C-

	25-29
	D

	20-24
	D-

	Under 20
	F


Student Expectations

Students are expected to always complete their own work.  Any student who shares or takes work from another student will face the consequences as stated in the Student Handbook and/or those set by the teacher.

Students are not allowed to bring home textbooks or class assignments.  All work is to be completed within the business department.  Students who are absent for any reason are responsible for making up all work missed within a reasonable amount of time.

Students are expected to handle computer equipment with care and keep their work areas clean and organized.

Students and parents/guardians must sign the Letter of Agreement regarding the Computer/Network/Internet Use Policy in order to have computer access throughout the course.

(see reverse for Ellington High School’s Mission Statement and Expectations for Student Learning)

ELLINGTON HIGH SCHOOL MISSION STATEMENT

Ellington High School prepares students to become knowledgeable, respectful citizens who value learning, integrity, personal well being, equity and diversity.

EXPECTATIONS FOR STUDENT LEARNING

Academic Expectations
EHS students will:


•
Listen and view with understanding.


•
Read and write effectively.


•
Reason effectively, think critically, and solve problems.


•
Utilize resources including media, computers, and other technologies.

Civic Expectations
EHS students will:


•
Meet the responsibilities of citizenship.


•
Demonstrate leadership and service to the community.

Social Expectations
EHS students will:


•
Practice moral and ethical conduct.


•
Affirm diversity and practice respect.


•
Demonstrate skills and competencies for personal well being and growth.
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