2010-2011 Washington County Public Schools Pacing Calendar 
Pacing Calendar for Keyboarding 
	
	
	
	CTE Competency
	Lessons/ Assignments

	 
	
	New Teacher Orientation
	
	

	 
	
	AM Convocation/PM Teacher Workday
	
	

	 
	
	Curriculum and Instruction In-Service
	
	

	 
	
	Principal Workday
	
	

	 
	
	Teacher Workday
	
	

	 
	
	Student Registration
	
	

	 
	
	Teacher Workday
	
	

	Day 1-3
	
	First Teaching Day
	1.  Identify computer system components.
2.  Boot, access, and exit operating system and keyboarding software.
	Introduce the class and go over software which will be used in the class.

	Day 4- 8
	
	
	3. Describe ergonomic guidelines related to safe computer use and proper techniques of keyboarding.

4.  Input data and commands, using peripherals (e.g. keyboard, mouse,).
5.  Key alphabetic, numeric, and symbol information using a touch system and correct techniques.
	Go over the techniques to proper keyboarding.  Introduce home row and new letter keys.  Students type exercises to learn new keys introduced. 

	Day 9-13
	
	
	6.  Manipulate data/software/operating system, using function keys, icons, bars, and pull down menus.
7.  Use file and disk management techniques, such as copy, move, store, rename, retrieve, save, delete, and create/manipulate directories.
8.  Improve keyboarding techniques.
9.  Increase keyboarding speed and accuracy.
10.  Proofread copy.
11. Edit copy.
	Improve key stroking with speed and accuracy drills.   Use the Typing Time software using the program’s icons, toolbars, and pull down menus.  Save lessons.  

	 
	
	
	
	

	Day 14 -17
	
	
	8.  Improve keyboarding techniques.
9.  Increase keyboarding speed and accuracy.
10.  Proofread copy.
11. Edit copy.
	Play Keyboarding Football.

Take an accuracy quiz.

Continue with Typing Time lessons 1-20 on Practice Makes Perfect.

	Day 18 - 22
	
	
	8.  Improve keyboarding techniques.
9.  Increase keyboarding speed and accuracy.
10.  Proofread copy.
11. Edit copy.
	Play Keyboarding Football.

Take an accuracy quiz.

Continue with Typing Time lessons 1-20 on Practice Makes Perfect.

	Days 23-27
	
	
	8.  Improve keyboarding techniques.
9.  Increase keyboarding speed and accuracy.
10.  Proofread copy.
11. Edit copy.
	Play Keyboarding Football.

Take an accuracy quiz.

Continue with Typing Time lessons 1-20 on Practice Makes Perfect.

	Days 28-31
	
	
	8.  Improve keyboarding techniques.
9.  Increase keyboarding speed and accuracy.
10.  Proofread copy.
11. Edit copy.
	Play Keyboarding Football.

Take an accuracy quiz.

Continue with Typing Time lessons 1-20 on Practice Makes Perfect.

	Days 32-36
	
	
	8.  Improve keyboarding techniques.
9.  Increase keyboarding speed and accuracy.
10.  Proofread copy.
11. Edit copy.
	Play Keyboarding Football.

Take an accuracy quiz.

Continue with Typing Time lessons 1-20 on Practice Makes Perfect.

	Day 37-41
	
	
	12. Produce documents incorporating simple graphic elements and basic formatting skills.
13. Maintain workstation, equipment, materials, and supplies.
14. Obtain assistance for preparing documents via electronic and hard copy references and documentation (e.g. help screen, spell check, grammar check, thesaurus, Internet search).
	Create a sample one-page report using correct report format—double line spacing, use of serif and sans serif fonts, centered title, left or justified alignment.  
Proofread, spell-check, print preview, and print to put in student’s portfolio.  

	Day 42-45
	
	End of nine weeks
	15. Create a hard copy portfolio containing representative examples of each type of document produced by the student and a student lesson report.
	Create a letter in correct letter format.  Proofread, spell-check, print preview, and print to put in student portfolio.  


**First 11 days missed for inclement weather - extend school year though June 8
*May be rescheduled due to school closings
