Intro to Keyboarding Syllabus and Curriculum
Instructor Information:

Traci Hedlund
Hope Gospel Mission

traci@solomonlearningcenter.org
715-514-4291*102
Course Description:

This class is open to both residents and the public being assigned to residents on an ‘as needed’ basis. Basic knowledge of computers and word processors is expected. Persons unfamiliar with computers will be required to take Intro to Computers or equivalent as a prerequisite. 
Course Fees:
Tuition $19.00

Materials $16.00
Total $35.00
Materials Needed:

A textbook will be provided by Solomon Learning Center and is covered by the Materials Fee.  If a student already owns and brings a copy of this book, the Material Fee for the class will be waived. 
A Keyboard Cover and Book Stand will be provided by Solomon Learning Center for use during the class with the option to purchase and keep at the end of class. 
Course Objectives:

Keyboarding or Touch Typing is a skill necessary for the facilitation of communication in an ever growing online world. By the end of this class, students will be equipped with the necessary tools and knowledge to practice Touch Typing properly and confidently. The final goal is for students to type pangrams without watching the keys. With continued practice and diligence, students should be able to communicate effectively and timely using a keyboard. 

Course Schedule:

Nov 8th 9am to Noon
Nov 9th 9am to Noon

Schedule is tentative and may change due to scheduling conflicts or student numbers.  A student signed up for this class will be notified of any changes.

Grading:

This class will be given in a seminar format. There will be no grade but a certificate of attendance will be handed out at the end of the class.
Course Policies:

Cheating is not tolerated.  Any student caught cheating will be dismissed from the class and will receive no credit.  It is expected that the student is there to learn and cheating makes it clear that the student is interested in taking shortcuts instead of getting the most out of the class.  

Cell phones are not allowed in the classroom for this course.

If a student is unable to navigate the computer easily during class, they may be required to complete Intro to Computers or an equivalent instruction before being allowed to take the class at the instructor’s discretion.
Attendance is mandatory.  Students are expected to review their schedule prior to signing up and schedule any appointments that may come up around this schedule.  If an absence is unavoidable, they should call as soon as possible to reschedule the class date.  Anything more than 10 minutes late will be considered an absence, less than 10 minutes will be a tardy.  Tardiness will need to be discussed with the instructor.
School Policies:

See student handbook.
Other Information:

Computers at the school may be available for practice use. Please see the instructor to schedule lab times. 
Curriculum and Outline:
Unit 1:

Unit title and summary:
Introduction and Starter Keys

1. Getting Started

a. The Sport of Keyboarding

b. The Basic Qwerty Keyboard

c. Breaking Bad Habits

i. Correct Posture

ii. Correct Fingers

iii. No Peeking

d. Free Tools

i. Keyboard Reference

ii. Program

e. Ultimate Goal

2. Basics

a. Home Row

b. Striking the Key

c. Space Bar

d. Enter Key

e. Backspace and Delete

f. Tab, Shift and Caps Lock

3. Learning the keys

a. The Fox

b. Quick

c. Brown

d. Jumps

e. Over

f. Dog

g. Lazy

h. Punctuation

i. . , 

ii. ? !

iii. ; :

iv.  ‘ “

4. Pangram Test


In this unit the student will be taught:
To know the overall concept of keyboarding, the proper posture and execution for maximum performance with minimal physical stress, and how to type the alphabet and punctuation keys as well as the Space bar, Enter key, Backspace, Delete, Tab, Shift, and Caps Lock.

After this unit the student should be able to:
Sit at a computer with their hands properly on home row and type the pangram ‘The quick brown fox jumps over the lazy dog.’ without looking at the keyboard and with the correct fingers. 

The student will demonstrate their knowledge by:

Students will actively participate in class.
Unit 2:


Unit title and summary:

Introduction and Starter Keys

1. Review

2. Word Groupings

a. Concept

b. Examples

3. Numbers & Symbols

a. 1, 2, 3, @, #
b. 4. 5. 6, $, %, ^

c. 7, 8, 9, &, *, (

d. 0. -, =, ), _, +

e. [, ], \, {, }, |

f. `, ~, <, >, /

g. The Number Pad
4. Final Test
In this unit the student will be taught:

To know the importance of continued practice, the basics of keying numbers and symbols, and the concept of keying word groups rather than letters. 

After this unit the student should be able to:

Key numbers and symbols with confidence and explain word groupings. Students will have the necessary knowledge and tools to continue to practice touch typing on their own time.

The student will demonstrate their knowledge by:

Students will actively participate in class.
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