Collinsville Community Unit School District #10

Keyboarding Scope and Sequence

Grades K – 6
	Grade
	Topic
	Time Frame
	Skill Objective

	K
	1. Identify letters of the alphabet on the keyboard.

2. Identify right-hand and left-hand sides of the keyboard.

3. Demonstrate proper use of the space bar and RETURN/ENTER key.
	As needed to introduce and reinforce
	Introduction only

	1
	1. Identify which keys are specific to the right- and left-hand sides of the keyboard.

2. Enter simple words and punctuation marks using hunt and peck method while maintaining right- and left-hand keyboard orientation.
	As needed to introduce and reinforce
	Introduction only

	2
	1. Demonstrate proper finger position on the HOME ROW keys.

2. Demonstrate proper posture when seated at a keyboard.

3. Demonstrate proper use of specialized keys such as ESCAPE, CTRL and ALT.
	As needed to introduce and reinforce
	Introduction only

	3
	1. Demonstrate proper stroking of the HOME ROW keys.

2. Keyboard simple simples.  Students may look at the keyboard when necessary to type letters that are not contained in the HOME ROW.
	As needed to introduce and reinforce
	Introduction only

	4
	1. Begin formal keyboarding instruction through use of the Type to Learn software program.

2. Demonstrate proper stroking technique for each letter of the alphabet.

3. Demonstrate proper usage of the SHIFT keys.

4. Keyboard word lists and sentences using proper stroking of keys.

5. Demonstrate the ability to compose at the keyboard.
	½ hour 3 times per week for two grading periods
	20 – 25 wpm

	5
	1. Reinforce and increase keyboarding skill through use of the Type to Learn and Type for Fun software program.

2. Demonstrate proper stroking of the number keys.

3. Identify proper skills for keyboarding from copy.
	20 minutes 2 times per week for two grading periods
	25 – 30 wpm

	6
	1. Reinforce and increase keyboarding skill by 5 wpm through use of the Type to Learn and Type for Fun software program.

2. Demonstrate proper stroking of the symbol keys (SHIFT and number keys).
	20 minutes 2 times per week for two grading periods
	30 – 40 wpm


   Introduce Read, Write & Type


Software.
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