Keyboarding
Course Expectations

Teacher:  Mr. Stasa


                            
                                                                 Room: 147         

E-mail: scott.stasa@weschools.org



                    http://northbiz.weebly.com
Keyboarding is a course for any student hoping to improve their typing skills for personal, educational, or career aspirations.  Students will learn correct fingering, posture, increase typing speed and improve accuracy.  By the end of the course, you will never have to look at your fingers again to type.  As keyboards and technology are forever adapting to new technology trends, the layout of keys has remained consistent.  In addition to typing correctly, we will also cover important typing and technology skills that employers seek in qualified candidates including Google tools and Google apps.
Grading Policy
Grade scale is in accordance to Willoughby-Eastlake City Schools’ grading policy:
90  -  100%  
A   

80  -  89%       
B

70  -  79%       
C

60  -  69%      
D

Below  60% 
F
Student grades will be weighted from the following items:

	· In-class activities/assignments – 45%
	· Participation – 10% 

	· Tests/Quizzes – 30%
	· Final project – 100% of exam quarter

	· Keyboarding ergonomics – 15%
	


Student Handbook and W-E school BOARD policies will be enforced at all times

Classroom portal:  http://www.edutyping.com

Attendance

Attendance is crucial for each student to complete this course successfully.   Each student is responsible for obtaining all missed assignments when returning from an absence.  All assignments are uploaded on the classroom website http://northbiz.weebly.com. 
Homework/Extended Projects

All assignments will be assigned class time to be completed.  However, any assignment not finished during class time should be expected to be due the next school day at the beginning of class.  

Grades & Housekeeping

Students should expect to be quizzed or tested at the completion of each unit.  Quizzes will be returned within two school days.  There will be a comprehensive post-test/final exam at the end of the semester.    

Make-up Work & Tests
Students will have one school day to make-up an assignment for each day of excused absence.  Students will have two school days to make-up a test or quiz for each day of excused absence.    Work will not be accepted after the completion of a unit test.  

STUDENTs will not receive credit for work assigned DURING A SUSPENSION PER SCHOOL BOARD POLICY
Tardiness
You are expected to be in class when the bell rings.  Students who arrive late to class without a pass will be allowed up to 3 tardy warnings before each consecutive tardy is written up.  Students should expect to receive In-School Suspensions after 3 tardy warnings.  
Insubordination/Classroom Rules

Insubordination will not be tolerated.  All students deserve a classroom that is conducive of learning in a non-distracting environment.  Failure to follow posted classroom rules or teacher instructions will at a minimum result in a teacher-student conference immediately after class, contact made with parents, and/or issued an ASR or office referral.   

Hall Passes
Students must sign-out to leave the classroom for any reason after asking the teacher for permission.  It is extremely important students sign-out using the clipboard in the rare case of an emergency.  Excessive time spent out of the classroom will result in a cut and future hall pass privileges revoked.   

Extra Help
Extra help is available before school and after school in room 149.  Please see me or notify me by email if you are planning to come in for extra help so that I can make any necessary arrangements.

Personal Electronic Devices
Personal electronic devices will be used in class on occasion.  However, personal electronic devices may not be used when the teacher or guest is speaking to the class unless permission is given.  Your full attention is expected when the teacher is speaking.  

Cheating

A student who cheats by copying another student’s assignment, quiz, or test will not receive credit for the assignment.  A student who permits another student to copy their work will not receive credit for that assignment as well.  Continuous cheating at a minimum will result in a student failing the quarter or the entire course based upon severity of the situation.

Classroom Website

Please check out our classroom website to find a variety of resources to keep you alert as to what's happening in class.  You will be able to access lecture notes, class handouts, and other helpful information.  Take a moment to explore our site by entering the link below into your browser or mobile device: http://northbiz.weebly.com 

Tips for Success

· Attend class on a daily basis

· Show up to class on time

· Come to class prepared

· Complete all assignments on time

· Ask questions as much as possible

· Participate in class discussions
Student Handbook and school BOARD policies will be strictly enforced at all times

Parents please feel free to contact me regarding your son or daughter’s progress or to address any concerns by calling Eastlake North High School at 440-975-3666 or e-mail at scott.stasa@weschools.org.  I will respond to your message promptly.  
Please review the requirements above and return the signature form provided by the teacher signed and dated by:
Friday, August 26
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RETURN THIS FORM TO YOUR TEACHER

Thave read and understand the homework policy and course requirements for:

Mr. Stasa
((NAME OF TEACHER) (COURSE TITLE)
Student Name Printed Date Student Signature

Good communication is important to the success of your child in this class. Please
indicate where you can be reached by phone during and after the school day.

Daytime Phone #
Parent Signature

Date Evening Phone #

E-mail Address





