STW201 KEYBOARDING & PRODUCTIVITY

High School Grades9-12 Elective 0.5 Credit

Keyboarding & Productivity is a fully integrated, standards-based course that builds on prior student knowledge and skills gained
from earlier K-8 lessons and/or other successfully completed high school courses. The course is designed for students who want
to learn and/or significantly improve skills necessary for employment in a modern business office and/or for those who desire the
technical skills necessary to create official documents required by various levels of government, post secondary college courses,
vocational schools, employers in general or just for daily personal or professional needs. Students focus on learning, improving
and applying the touch method of keyboarding. Improvement of speed and accuracy are emphasized though out the course. While
learning Keyboarding skills, students also practice other essential employability skills such as time and workplace management
and established productivity processes such as structured research/information gathering and a draft-analyze-revise quality control
process. Daily exercises stress business applications and longer range projects include completion of an established research
process and a formal typewritten paper related to careers in business. For additional practice, students are encouraged to type
products such as research papers, essays, reports, creative works and/or other required tasks assigned in other subject area classes.
Participating teachers in such cases are expected to collaboratively develop and help assess student work.

Integration of keyboarding and productivity studies with other disciplines is expected and should be on going. Students apply
relevant vocabulary and communicate what they have learned in written, oral, mathematical, visual, and other formats; use
critical-thinking and information processing skills; and, utilize appropriate technology to solve everyday problems and create a
variety of products. Formative and summative progress and the quality of student work are regularly evaluated with multiple
assessment tools, including written and oral tests, performance rubrics and checklists; and, students apply various self and peer
assessment strategies needed to improve their life long learning skills. By satisfying requirements of this course, all students will
become more informed, skilled, productive, employable, socially responsible and well-rounded citizens.

SWRSD STUDENT OUTCOMES

Outcome 1: Students demonstrate many forms of communication (e.g., reading, writing, and speaking in English, Yup'ik
and other languages).

Outcome 8: Students demonstrate awareness of their own strengths and skills and have self-confidence to take risks that will
realize their potential as lifelong learners.

Outcome 9:  Students use technology for adapting to and initiating productive change.

Outcome 10: Students demonstrate leisure, vocational and life skills.

Outcome 11:  Students demonstrate skills and attitudes that will enable them to achieve post high school education.

COURSE GOALS, OBJECTIVESAND ALASKA STANDARDS
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""""" Consistently completeall taskson timeand to expectations. The student is expected to:

A.

1. prepare to complete tasks (e.g. determine what needs to be done to complete tasks; design a step-by- | STW Al
step plan to complete work; determine all deadlines and creates timelines; have all materials available);

2. do what is necessary to complete tasks on time (e.g., maintain a continuous effort; work with minimal | STW Al
supervision; stay on task; follow timelines; meet deadlines; allow for unexpected problems and time
needed for their solutions);

3. complete tasks to expectations (e.g., identify indicators of quality; commit to doing tasks well; follow | STW Al
all directions; pay attention to details; evaluate and revise tasks before considering them finished);

4. establish a safe and effective workspace for completing tasks: e.g., provide for basic needs, including | STW A6
safety materials and sufficient space for equipment and work materials;
5. select appropriate materials, including tools, needed to safely complete specific tasks; STW A6

6. organize materials and tools or equipment in a safe and orderly fashion within the workspace (e.g., have | STW A6
a filing system; have equipment within easy reach; replenish materials as needed;

7. follow all safety rules and procedures) and routinely clean up the workspace after completing tasks (e.g. | STW A6
put materials back where they belong; return the work area to its original condition; put trash in proper
receptacles).




EFFECTIVE KEYBOARDING TECHNIQUE
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C. Apply the proper keyboarding technique to input data when using a computer, word processor or
typewriter keyboard. The student is expected to:

AK Stds

8. demonstrate correct posture and position at the keyboard; TCH A2
9. demonstrate proper care and operation of equipment used; TCH A2
10. demonstrate the correct touch-system techniques for operating alphabetic keys; TCH A2
11. demonstrate the correct touch-system techniques for operating numeric and symbol keys; TCH A2
12. demonstrate the correct touch-system techniques for operating the ten-key numeric pad; TCH A2
13. demonstrate the correct use of the command and function keys. TCH A2

Format and print documents; e.g., personal/business letters, resumes, reports, outlines, and AK Stds

compositions assigned in Business and/or any other subject area class. The student is expected to:

14. demonstrate the ability to work from printed, rough-draft, statistical, handwritten, and unarranged | LAN B2
material;

15. demonstrate the ability to compose at the keyboard; LAN A4

16. demonstrate the ability to proofread and self-edit personal work; LAN A5

17. identify the parts of a personal and business letter; LAN A4

18. create formal business letters and envelopes; LAN A4

19. format an outline; and LIBA2

20. type a formal research paper (i.e., it must include a properly formatted title page, table of contents, text | STW A2
of the paper, footnotes, and bibliography) related to careers in the global world of business.

21. demonstrate mastery of basic grammar, including use of punctuation marks, keying of numbers and | LAN A2

symbols, and capitalization when composing.

Apply correct techniquesfor the touch-system of operating the keyboard to develop speed and

accuracy. The student is expected to:

22. demonstrate improvement in speed and accuracy; STW A2
23. demonstrate ability to proofread; LAN A5
24. demonstrate ability to use the backspace key and correct errors; TCH A2
25. apply speed and accuracy to produce formal business documents and other appropriate products for | STW A2

other subject area classes.

ESTABLISHED WORKPLACE PROCESSES
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F. Useasystematic, structured resear ch and infor mation gathering process. The student is expected to:

26.

specify the problem and/or describe the topic clearly and precisely; e.g., state the problem or topic as a
question; specify additional sub-questions and/or the main concepts in the topic);

AK STDS
LIB Bl

27.

develop background information pertinent to the topic (e.g., determine key words and phrases to guide
searches; read resources related to search);

LIB A4

28.

describe resources used to gather information: e.g., examine catalogs to find books (author, title,
subject, copyright, publisher); use indexes to find periodical articles; explore the Internet to locate
resources (i.€., use search engines and subject directories).

LIB B2

29.

evaluate resources and information for quality: (e.g., complete initial evaluation to identify author and
date of publication; then, conduct a detailed evaluation to determine if critical information is
appropriate for the intended audience; whether the evidence is primarily fact, opinion or propaganda;

LIB B4




and whether or not the research is valid and the evidence empirical);

30.

prepare information for use (eg., include an outline and/or other graphic picture showing how
information is organized; mark important information for future use; summarize information on cards
or electronically on a computer; report quotations exactly as they are found; explain how original and
summarized information is stored; and show how information is cited ((e.g., footnoting, bibliography)
using a standard format (e.g., MLA);

LIB B5

Apply a draft-analyze-revise productivity process to better ensure high quality. The student will: AK STDS

31. establish high standards for personal work (e.g., know criteria of high quality; use draft-analyze-revise | LAN C4
process as a standard procedure to ensure quality):

32. set goals and organize plans to complete high quality major projects (e.g., define desired results, | LAN C2
including specific criteria for meeting expectations; develop timeline and action plans for achieving
desired results; evaluate timeline to ensure it is doable and accounts for the unexpected);

33. develop quality first drafts (e.g., complete first draft according to a checklist of pre-determined criteria; | LAN A5
self-evaluate first draft to see that specific criteria are met; make initial revisions as part of first draft);

34. analyze own work and benefit from the analysis of others (e.g., critically analyze own work according | LAN A8
to a predetermined set of criteria; seek, accept and appreciate critique from others; effectively critique
the work of others);

35. revise drafts (or redo activity or project) based on analysis: (e.g., evaluate the recommendations of | LAN A5
others; make revisions based on self-analysis; make revisions based on recommendations of others

36. persist through difficulties and frustrations: (e.g., perform multiple revisions of the same task to ensure | STW Al

the highest possible quality; continue working through difficult moments to satisfy the quality criteria.

SOUTHWEST REGION RESOURCES & SUGGESTED ACTIVITIES
TEN SIGMA Manuals (copies at all sites)

K-12 Tools for Teaching Productivity Manual (Loaded with ways to improve student and personal productivity)

K-12 Positive and Productive Behaviors Manual
K-12 Rubrics Manual
K-12 Teaching For High Performance Manuals: Activities available for Language Arts, Math, Science, Social Studies

Alaska State Content Standards http://www.educ.state.ak.us/ContentStandards/home.html
Content Area Textbooks and Supplemental Resour ces
SWRSD ADOPTED TEXT:
To be selected
SUPPLEMENTAL:
Videos/CD ROM s/Softwar e Related to Cour se
¥
Major Internet Resour ces
¥ Typing Test: Free On-line ¥ http://www.typingtest.com/index.asp?go=typetest
¥ Learn2Type ¥ http://www.learn2type.com/
¥ JeffCo Keyboarding Resources ¥ http://jeffcoweb.jeffco.k12.co.us/isu/itech/keybo/keydx.htm
¥ KB Lessons & Ideas ¥ http://www.shelbycs.org/technology/keyboarding.html
¥ Cathy’s KB Resources ¥ http://www.davis.k12.ut.us/etc/cathy/keyboard.htm
¥ KB Technique Checklist ¥ http://www.usoe.k12.ut.us/ate/keyboarding/Assessment/Techcheck.htm
¥ KB Resources & Lesson Plans ¥ http://www.tcet.unt.edu/START/instruct/general/kb-Ip.htm
¥ Keyboarding Drills ¥ http://www.usoe.k12.ut.us/ate/keyboarding/resources/drills.htm
¥ NimbleFingers Word Whacker ¥ http://www.nimblefingers.com/
¥ Custom Typing Training ¥ http://www.customtyping.com/intro/index.htm

SWRSD Media Center

The district Media Center has resources for all class levels, in all subject areas, including professional development materials.
The Media Specialist is a Library/Information Literacy expert and will help you find available district materials or help you
secure additional resources through interlibrary loans and/or use of the Internet. Several times during the year you also will be
encouraged to make reasoned suggestions for new materials that will be considered for purchase. For direct help, please
contact the Southwest Region Media Specialist at 907-842-8246.
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Instructional Support Staff

To help teachers, principals, and other staff at the various sites, Southwest Region Schools provides a very experienced
instructional support staff. All of them are eager to share their extensive teaching experiences. They can help you establish
more effective classroom routines and management practices or learn and use new or improved teaching and assessment
strategies. They also can offer suggestions that will help you adapt to life and work in rural village schools so that you and
your students will have a mutually respectful, more positive, more productive, and more satisfying experience.

Community Resour ces Related to Course

Each individual teacher and/or team of instructors, with the help of long time staff, students, parents and other concerned
community members should cooperatively compile and periodically update a list of village elders, parents, local government
leaders, business persons, and other concerned, active members of the community who are willing to share their wealth of
experiences, knowledge and skills. Remember: It takes the whole village to educate a child.
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