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Course Description 
Word Processing II is designed to improve current computer skills.  Students will build on skills learned in Word Processing I and use advanced features of Word 2000.  Individual student keyboarding skills will be enhanced through the Cortez Peters computerized keyboarding program.  

Grading 
Timings—Students will be pretested to determine current keyboarding skill.  All students will be expected to put forth the effort to see timing scores increase.  If a student pretests at the A level, he/she will be expected to increase his/her wpm at least 5 wpm in order to receive an A.  Timings will be 5-minute tests with 5 or fewer errors. 

Quarter 1 
Quarter 2 
45-up = A 
50-up = A 
38-44 = B 
43-49 = B 
30-37 = C 
32-42 = C 
24-29 = D 
27-31 = D 

Word Processing II is a highly individualized course.  Student success is dependent upon daily effort. Your grade for this course will be determined by your performance in the following areas: 

Cortez Peters program 20% 
Daily work assignments 40% 
Tests/quizzes 25% 
Keyboarding speed and accuracy 15% 

Attendance 
Due to the large volume of production work and individualized keyboarding development, regular attendance is expected and important to your success in class.  Should it be necessary for you to be absent, you will be required to make up the work that is missed within two days of the absence.  Unexcused absences will result in Tuesday/Thursday school.  Three unexcused tardies will be the equivalent of one unexcused absence and will also result in Tuesday/Thursday school.   Having to return to your locker for class materials will result in an unexcused tardy—please be prepared for class each day.  

Tardies 
A student who is not in class when the bell rings is considered tardy.  If a student is more than ten (10) minutes late to class, he/she will be considered absent.  Three tardies are equivalent to one unexcused absence in the class and result in Tuesday/Thursday school. 

Daily Materials 
All textbooks are to remain in the business computer lab.  Notebook, pen/pencil and a folder are required daily.
