Teacher: Talton Edmond 
Email Address: Talton.edmond@fortbendisd.com

Fort Settlement Middle School
Syllabus 2025-2026
Department: Career & Technical Education
Course: Touch Data Systems (Semester One)

Courses Overview
Semester One: Keyboarding (Touch Systems Data Entry)
High School Credit - .5 credits

In Touch System Data Entry, students apply technical skills to address business applications of emerging technologies. Students enhance reading, writing, computing, communication, and reasoning skills and apply them to the business environment. Students will need to apply touch system data entry skills for production of business documents.

This career skill is organized into the following High School Career Cluster:

· Business Management

· Business, Marketing and Finance

· Business Information Management

· Business Law

· Practicum in Business (CO-OP)

Course knowledge and skills outline include but not limited to: 

· Professionalism

· Examine Business Communication Scenarios and Identify Behaviors

· Digital Citizenship

· Identify characteristics of good and poor digital citizenship choices

· Computing Systems

· Keyboarding Basics

· Learning the correct way to use the Keyboard

· Increase Speed and Accuracy

· Business Applications

· Microsoft Word

· Microsoft Excel

· Microsoft Power Point

Supplies: 

Laptop 
Classroom Expectations
· Be on time to class.
· No Food or drinks eaten in the lab unless otherwise stated by nurse, no food or drinks in class/lab or during online instruction.
· Be prepared for class with materials and ready to learn.
· No Cell phones used in class during instruction, unless otherwise said by teacher.
If approved to use during individual time for music, must use earbuds.
· No horse playing in the lab. 

· Students must be respectful of adults and peers and respect the opinions and belongings of other.
· Use appropriate language and treat each other with respect and kindness.
FBISD Grading Policy

· Major Grades will count as 50 percent of the student’s grading period average.
· Daily Grades will count as 50 percent of the student’s grading period average.
· A minimum of 9 daily grades per grading period (i.e.: guided or independent practice, quizzes, activities, participation, teacher observation (e.g., small group participation, labs, oral presentations), and homework)
· A minimum of 3 major grades per grading period (i.e.: chapter or unit tests, projects, research paper and, skill assessments (e.g., essays, performance, oral presentations)
Late Work
1 day late – 10 points deducted from full credit.
2 days late – 20 points deducted from full credit.
3 days late – 30 points deducted from full credit.
*Assignments will not be accepted after 3 days late (except for special circumstances) 
EXTRA CREDIT 

NO EXTRA CREDIT WILL BE ALLOWED!
Tardy Policy:
The FSMS tardy policy will be strictly enforced. When the tardy bell rings all students should be in the classroom, ready to begin. Please see Fort Settlement Middle School Tardy Policy for consequences. 
I look forward to a great school year with you in my class!
“Every day is a great day to make a new choice”
__________________________
_________________________
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