(Draft) Recommended Guidelines for Keyboarding K-5

Emphasize accuracy over speed.

This is intended as a support piece, not as a policy, standard or benchmark.

Kindergarten Through Second Grade

Goal: Good Habits

Keyboarding skills for K-2 do not need to be taught as a separate subject, but can be included as students begin to add their name to work, word process poems, interviews and so on.

1. Use the left hand right hand correctly.

2. Use the shift key to capitalize

3. Use the space bar between words (1 space.)

4. Use the space bar after punctuation (1 space after periods.)

5. Use the enter key and tab keys.

Practice Ideas:

Keyboard spelling words or frequently used words.

Third Grade

Goals: Good Habits and Accuracy

Encouragement of good habits while word processing should continue.

Strategies: 

1. Sit up straight.
2. Center body.

3. Place feet for balance.

4. Curve fingers over the home keys.

5. Keep wrists off the keyboard.

6. Keep eyes on printed copy.

7. Key by touch.

8. Good posture.

Practice Ideas:
Keyboard different types of writing: stories, poetry, letters, invitations, thank-you notes.
Keyboard spelling words and frequently used words.
Software and web-based activities (see page 3.)

Fourth Grade

First semester is the recommended time to begin formal keyboarding skills.

Goals: Accuracy and Speed (12 wpm)

Some direct instruction and time for improving keyboarding skills should be begun in fourth grade (eye-hand coordination to learn keyboarding is developed, students can compose paragraphs easily with pen and paper.)

Ideally, students should practice 15-20 minutes each day for at least four days each week, for at least six weeks.

Here are some suggested methods:


Using a classroom set of Alphasmart keyboards.


Visiting the computer lab or media center.


Center-based learning in the classroom, using the classroom computers.


Use disconnected (non-working) keyboards.


Print out a paper keyboard (see resources on page three.)

Practice Ideas:

See ideas for previous grade levels.
Keyboard the 100 most frequently used words.
Software and web-based activities (see page 3.)

A parent letter (see page three) should be sent home explaining how to support keyboarding at home. Students should practice a poem being studied 10 minutes a night. Spelling words, vocabulary, etc. should be done at home.

Reproduce a paper keyboard and poem to be used to practice at home or in the classroom

Fifth Grade

Goals: Accuracy and Speed (15 wpm)

Practice 15 minutes per week.

Keyboarding skills should be integrated with the curriculum and deal with authentic assignments whenever possible.

Practice Ideas:
See ideas for previous grade levels.

Software and web-based activities (see page 3.)

Beyond Fifth Grade:

Goal: Accuracy (8 or fewer errors) and Speed (25 wpm)

Speed will improve with practice while doing authentic assignments.

Free Software and Web-Based Activities

Software

TuxType (Mac not confirmed and PC)  http://tuxtype.sourceforge.net/download/ 


Has all the basics and it’s free. Good for K-5

KTouch (Linux) http://ktouch.sourceforge.net/ 


Comprehensive keyboarding software, free, good for grades 3-adult.

Stamina (another great software title, but you must remove the word sh*t from the lessons.us file) http://typingsoft.com/stamina.htm
Web-Based Activities

Typing Master – good for testing your speed and accuracy: http://www.typingtest.com/ 

Other free titles:

http://games.funschool.com/game.php?g=arcade/typememenu 

Ok. There are lots of advertisements to bypass. Still, this is a fun option for individual letter practice.

http://www.senselang.com/

Ok. No practice of words, just individual letters unless you copy and paste your own text.

Do you have any favorites? Please email kordahl@pps.k12.or.us .
Paper Keyboards and Parent Newsletter

http://jeffcoweb.jeffco.k12.co.us/isu/itech/keybo/keydx.htm#Windows%20Keyboard%20- 

Software You Can Purchase (single/10-pack/lab/school/district)

All the Right Type (grades 4+) 
Windows and Mac $50/$150/na/$700/na
Futuristic graphics, has practice, speed drills and so on. The software is a little difficult to navigate. 
http://www.ingenuityworks.com/iworks/main/products/all_the_right_type_3/ 

Mavis Beacon Teaches Typing (grades 4+) 
Windows and Mac  $19/na/50 for $630/na/na

Couldn’t see a demo of this, but have heard that many schools use this.
http://www.broderbund.com/jump.jsp?itemID=1044&mainPID=1044&itemType=PRODUCT&RS=1&keyword=mavis+beacon 

Type to Learn (grades 4+) 
Windows and Mac $80/$180/na/$800/na
Comprehensive keyboarding skills, "space" themed graphics. Keeps track of learning. Seems ok with navigation. 
http://store.sunburst.com/ProductInfo.aspx?itemid=176646 

Read, Write, Type (grades 1-2)

Windows and Mac $90/6 for $199/na/$700/na

Good connection between keyboard awareness, alphabet, phonics, and basic words while building visual memory skills. 
http://www.readwritetype.com/about/index.html 

Please contact ITPurchasing@pps.k12.or.us for current prices.

Sources used in preparing the recommendations above include:

Thank you to the following schools and districts for sharing their resources and research.

http://www.usoe.k12.ut.us/ate/keyboarding/key.htm
Utah State Department of Education

http://jeffcoweb.jeffco.k12.co.us/isu/itech/keybo/keybo.pdf 

Jeffco, Colorado Public Schools

http://t4.jordan.k12.ut.us/teacher_resources/Keyboarding/index.html 

Jordan, Utah Public Schools
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