CLARENDON COLLEGE-Pampa Center

Division of Business and Technology-Office Technology Program

Course Name: Keyboarding and Document Formatting

Credit Hours: 3

Semester: Fall 2011

Classroom Location: Rm 105

Course Description:
This class is designed to develop mastery of the keyboard technique by touch; applying and building straight
copy skill and paced practices.

Statement of Purpose: To partially satisfy the requirements for the Office Technology Certificate.

Student Requirements: Office Technology students are not required to take any pre-entry test. Students
are responsible for completing any assigned reading or other activitiess/homework by the due date given.
Students should be in class and ready with materials required for that class.

Methods of Instruction: Instructor will demonstrate techniques and give timed drills. Students will practice
proper technique.

Course Objectives
The student will be able to:
1. Master the keyboard by touch.
2. Achieve smooth continuous keying without looking at the keyboard
3. Learn to format business communications such as personal letters, business letters, memos, address
envelopes, produce unbound reports, and compose at the typewriter.
4. Build speed and accuracy to a minimum level of achievement of 30 wpm

Grading Policies:
Daily Grades 30%
Attendance 20%
Quizzes 30%
Final Exam 20%

The student’s goal will be to be able to type a 5 minute timed-writing at a rate of 40 plus words per
minute with a limit of 5 errors.

The final semester grades will be figured as set in the current catalog:
90to 100 = A 80t089=B 70to79=C 60to 69 =D Below 59 = F

Course Policies:

1. Final Exams: Students must take a final exam for each of their academic courses. The
schedule of final exams times is published at the beginning of the semester. Do not make
plans to leave school before your scheduled final exam. Final exams will not be given early
except in extreme emergencies after students have provided documentation of said
emergency.

2. Scholastic Honesty: Anyone who is dishonest in any way will receive a zero on that
assignment or exam with no opportunity to make up the zero and may be dropped from the
course with a grade of F. That student, if allowed to remain in the course, will not be allowed
to receive any extra credit points from the time of the infraction through the remainder of
the course. Furthermore, that student will not be allowed to drop their lowest quiz grade or
exam grade. A second act of dishonesty will result in an F for the course. Students who
commit an act of academic dishonesty will not be allowed to withdraw from the course with
a “W.” Note that dishonest behavior includes both the act of copying someone else’s work as
well as allowing someone to copy your work. Both students are equally guilty and will be




equally punished. Cheating violations include, but are not limited to: (1)obtaining an
examination, classroom activity, or laboratory exercise by stealing or collusion; (2) discovering
the content of an examination, classroom activity, laboratory exercise, or homework
assignment before it is given; (3) using an unauthorized source of information during an
examination, classroom activity, laboratory exercise, or homework assignment; (4) entering an
office of building to obtain unfair advantage; (5) taking an examination for another person; (6)
completing a classroom activity, laboratory exercise, homework assignment, or research paper
for another person; (7) altering grade records; (8) using any unauthorized form of electronic
communication device during an examination, classroom activity, or laboratory exercise; (9)
Plagiarism. Plagiarism is the using, stating, offering, or reporting as one’s own, an idea,
expression, or production of another person without proper credit.

Electronic Communication/Entertainment Devices: The use of cell phones, iPods, or
other electronic communication or entertainment devices is prohibited. A first offense will
result in confiscation of the device for one day. A second offense will result in loss of the
device for one week. A third offense will result in loss of the device for the remainder of the
semester.

Withdrawal: If you decide that you are unable to complete this course or that it will be
impossible to complete the course with a passing grade, you may drop the course and
receive a “W” on your transcript instead. Withdrawal from a course is a formal procedure
that you must initiate. If you do not go through the formal withdrawal procedure, you will
receive a grade of "F" on your transcript.

A student is permitted to drop a course if he/she obtains an official drop slip from the office
and has the instructor sign the slip before the 12t class week.

Remember, a student is only allowed to drop the same class twice before he/she will
be charged up to triple the tuition amount for taking the class a third time or more.
Furthermore, beginning with the Fall 2007 semester, students in Texas may only drop
a total of 6 courses throughout their entire undergraduate career. After the 6, he/she
will no longer be able to withdraw from any classes.

If you think you need to drop this course, please talk with me about it first. It is possible that
there is something you can do to still pass the course. Don’t hurt your chances for a passing
grade in the course by not attending labs or taking exams before we have discussed your
situation. The last day to withdraw from this course with a "W" is Nov. 12, 2010.
Attendance: Attendance for the course is important. Attendance will be a 20 % of your final
grade. There will be a sign-in sheet, each student will be responsible for signing in, each day.
No one may sign in for another student. Signing in for another student is a violation of the
scholastic honesty code (see # 2) The Sign-In sheet will be monitored by the instructor.
Included in the attendance grade is: dress code, tardy, having material and professional
behavior.

Tardy: It is important to be in your seat and ready to go by the time class begins. If you are
tardy, 20 points will be deducted from your daily grade.

Assignments: All assignments are due by the end of the day that it is due or you will receive
a zero. No assignments will be accepted after the due date and there will be no make ups for
daily work, quizzes or tests. With good cause and adequate notice, early quizzes or tests may
be given. Assignments may be turned in early.

Equipment: The equipment (computers, transcription machines, calculating machines,
headphones, typewriters, scanner, camera, file cabinets) in this classroom belongs to
Clarendon College; and will assigned to each student. You will be responsible for any
damage to any equipment assigned to you. If you are assigned equipment that is damaged or
faulty in any manner, it is your responsibility to contact the instructor prior to using the



equipment. If the equipment, assigned to you is damaged in any way you may be responsible
for the damages. You will meet with the instructor and the Dean to discuss what your
responsibility will be. Consequences include but are not limited to: paying for damages
and/or removal from the class. If you are removed from the course as a result of damaging
equipment, you will receive an F for the course without the opportunity to withdrawal. Each
student will keep work area clean and weekly cleaning tasks will be assigned.

9. Use of equipment: You may only use equipment for class assignments. You may only visit
websites that pertain to class or lab assignments.

10. Distractions: Talking needs to be kept to a minimum and pertaining to class work, only. There will
many class projects that you will need to collaborate on. You will need to talk quietly or meet in the
common area by the office. Coughing and blowing your nose are also distractions, although you can’t
help it, you will need to step out of the classroom. If you distract the class in any way, you may be
asked to leave the room and deductions may be reflected in your daily grade. Turn in papers at end or
beginning of class, not during class. If I'm talking, be quiet and in your seat.

11. Office/Lab Hours: Office/class/Lab hours are posted. You may work on homework
assignments in the classroom during office or lab hours or you will need to work on those
assignments at home or in the LRC. You may not work on other work, Lab work or
homework during class time. While you are in this classroom, you will be monitored to
assure that you are working on assignments, if you are not, you will be asked to leave. If you
are in need of assistance from the instructor, it is your responsibility to make arrangements
with the instructor. You may make an appointment or ask questions during office/lab hours.
An instructor will be available during posted hours. Use the sign-in sheet when you come in
and/or leave the room. You will also make a note of what assignments you are working on.

12. Office: Do not enter the office without permission.

13.No Food or Drinks will be allowed in the class!

14. Neatness: Keep your work area neat and clean and free of clutter. Keep your items in your work station.
Most work stations have a drawer, you may use the drawer to store your things, for the day. No items
may be kept in the drawer. If you are at a station that does not have a drawer, you will need to stack your
things neatly in a pile on the corner of your desk. You must turn in neat work. Papers that are torn, dirty,
folded, crumpled or illegible will have 10 points deducted. If you have illegible handwriting, you will need
to print and practice printing correctly. Papers must be typed or written in blue or black ink.

15. Heading: All papers will need a proper heading or 10 points will be deducted. (see handout)

American with Disabilities Act Accommodations Statement: Clarendon College provides
reasonable accommodations for persons with temporary or permanent disabilities. Should you
require special accommodations, notify the Office of Student Services (806-874-3571). We will work
with you to make whatever accommodations we need to make.



[ have read and understand the class policies. The instructor went over all the policies and I
understand that failure to comply with the policies may result in failing the class and/or
removal from the program. All students must sign the contract to receive grades in the course.
Name Date

Class

A copy of this document will be available on the college website.






