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Teacher: Mr. Swiergol 

   Subject: Keyboarding 6
Course Description:  This computer class will use the online program: typing.com.  This is a keyboarding program that consists of tutorial reinforcement, educational games, and a word processor.  Keyboarding skills are best acquired through repetition. There will be a lesson on cyber bullying and appropriate use of the internet communication.  Microsoft Word documents will be used throughout the semester for certain projects.   
This is a semester course.   
Keyboarding - is also a semester course.  We will focus on mastery of the keyboard and touch-typing.  We will use the online version of Typing.com, the same web-based keyboarding program that students have used in previous years.  Emphasis is placed on proper keyboarding techniques and on the development of speed and accuracy.  Typing.com is a self-paced program, consisting of instruction on proper ergonomics, cartoon integrated practice exercises, engaging games, and assessments.  We will also discuss cyber bullying and internet safety. 
Attendance:

If you miss a class, you will pick back up on the lesson that you left off with before you were absent.  It is important that you are here for class.  It is very hard to get caught up if you are missing classes on a regular basis.  
General Rules:
1. Please be on time.

2. Please be prepared and in your seat when the bell rings.

3. Be logged in and ready to go before the bell.
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Keep your eyes on your own screen at all times.  This will be considered cheating and will result in a zero for that day’s assignment.

5. Keep your hands on your own keyboard.

6. Please treat all equipment in this lab as if it were your own. 

7. DO NOT change any settings on the computers.

8. Please do not chew gum in the computer lab.

9. Please do not bring food or drink into the computer lab.

10. Assignment journals must come to class with you every day.

      *No use of a painting program, internet, or any games without permission.
Things to know:
1. All books should be placed in the book case as you enter the room.  Nothing should be at your station other than your assignment journal.

2. Make sure that you print preview in class.  You are only permitted to print ONE time or points will be deducted.

3. There is a bin on the assignment desk that is labeled In Box and Make-Up Work. 

Please make sure that you place the assignment in the correct bin.

4. You are expected to keep track of your own make-up assignments and to complete them in a timely manner.

5. At the end of every class you will need to write in your assignment journal what we did in class that day and whether or not you completed that day’s assignment.

6. School policy governing absences, grading, computer use and behavior will be strictly enforced.

*If you are having trouble in class, please use the following FREE websites on your home PC to help you with repetition.  

www.powertyping.com/qwerty/lessonsq.html
Choose from Games, Lessons, and Texts

www.nimblefingers.com
http://www.freetypinggame.net/
http://www.typing-lessons.org/
http://www.typingmaster.com/games/keyman.asp
