LESSON PLAN
	Name: Jerry T. Smith
	6/13/2005
	Grade: 9th-10th

	School: Breathitt ATC
	# of Students: 20
	# of IEPs: 2

	Course: Keyboarding Applications
	Business Education
	Length: 90 minute

	Introduction to Keyboarding
	Lesson 2: Learning the H and E Keys
	1:23 pm


Context

For two days, the students have been working with just the home row keys.  Now, they will learn two new keys: the H and E keys!  Along with learning new keys, this lesson will attempt to reinforce good poster, hand positioning, and position in front of the keyboard.
Objectives
By the end of this lesson, students will be able to:
1. Stroke the H and E key without looking at the keyboard
2. Demonstrate proper poster, hand placement, and position in front of the computer
3. Key from copy
4. Key from oral dictation

Connections:
Kentucky Academic Expectations:
1.16
Students use computers and other kinds of technology to collect, organize, and communicate information and ideas.

Students will be using the computer as a platform for learning to type.
2.37 
Students demonstrate skills and work habits that lead to success in future schooling and work.

Learning to key properly takes self-discipline and a willingness to learn and follow good habits.
Core Content for Assessment:
PL-H-4.4.1 Life-long earning potential, job options, and job satisfaction are generally related to the amount and kind of educational training of the worker.
SCANS Standards:
C6 Organizes and Maintains Information
C8 Uses Computers to Process Information
F1 Reading

F13 Responsibility
NBEA Standards:

ISS 7  Use touch keyboarding skills to enter and manipulate text and data.

Business Education Program of Studies (Keyboarding Applications):

Demonstrate keyboard techniques
Resources, Media, and Technology

Computers with Word
Printer

Century 21 Keyboarding and Information Processing (Robinson et al., 2000)
Procedures

1. Bell Ringer – Boot your machine and key the section at the bottom of page 16. 
2. After the bell has rung, remind the students of good keyboarding technique and posture. (pg. 14 illustrations)
3. The students will create a new Word document and put their name, class, and the date at the top.

4. For three minutes, I will dictate the letters and words at the bottom of page 16.
5. Note: Before resuming typing between each break with the word “Begin,” I will issue one of the following commands:

a. Feet flat on the floor.

b. Eyes on copy.

c. Eyes straight ahead.

d. Fingers gently curved.

e. Back straight against the chair.

f. With your body aligned with the keyboard.

6. After the dictation session, I will introduce students to the correct way to strike the H and E keys.  The students will be pointed to illustration 2D on page 18 in the typing text.

7.  Once each student had demonstrated to me that he or she understands which fingers and technique to use to strike the new keys, I will begin dictating for 10 minutes the three sections at the top of page 18. I will begin slowly and then increase.
8. The students will be given a 3 minute break.

9. The students will key the three sections at the top of page 18 for 15 minutes.  During this time, I will walk around and take measurements using the attached instrument. Each time I am looking at a different characteristic, I will inform the students.

10. The students will be given a 3 minute break.

11. I will dictate rows 7 and 8 on page 18 for 5 minutes, slowly at first and then with increasing speed.

12. The students will then key the bottom section of page 18 for 20 minutes, during which time I will again walk around and take measurements.

13. The students will be given a 3 minute break.

14. The students will continue to key the bottom of page 18. I will walk around and make observations.

15. Five minutes before the bell rings, I will have each student print out the day’s work and submit it to the inbox.  
Student Assessment

Informal formative assessment will take place while I am dictating to the students.  Formative assessment will take place during my walk-around observations. (See the attached instrument.)
Higher order thinking:  Why is repetition important for learning how to key without looking? 
Open-response question: Does a positive attitude play a role in learning to key? Explain your answer.
Impact - Reflection/Analysis of Teaching and Learning

Refinement - Lesson Extension/Follow-up

