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Equal Education and Employment Opportunities M/F/D

	Time
Wks./Month/Dates Taught
	Unit

Topics
	Content

Tasks (#’s and E, I, C), Activities, Assessment
	Essential Questions
	Core Content

Skill Standards

	Week 1
	Keying Techniques

Home  Keys 

h and e Keys, Enter key

Safety Rules
	Covered:  Task 1:  Clean and maintain equipment.

Covered:  Task 26:  Identify safety rules applicable to course and demonstrate appropriate observance of said rules, including but not limited to:  trip hazards, electrical cords, and outlets, evacuation procedures for emergency situations.

Essential:  Task 2:  Operate keyboard

ACTIVITIES

ASSESSMENT
	Discuss why food or drinks shouldn’t be in the computer or near any computer.

Discuss classroom safety rules.
Recite safety rules.

Demonstrate proper keyboarding techniques.

Demonstrate knowledge of the home keys including the spacebar and the ENTER key using the proper keyboarding techniques.
Recall the home keys.

Demonstrate the proper reach for the H and E keys.

Note:  Refer to the KDE website on Text-Based Discussion

	EA011  Follow directions and procedures (Administrative Services)
AB001 Demonstrate listening skills (Financial Services)
AB002 Follow oral/written instructions. (Financial Services)
CC.9-10.SL1 and CC.11-12.SL.1 Initiate and participate effectively in a range of collaborative discussions (one-on-one, in groups, and teacher-led) with diverse partners on topics, texts, and issues, building on others’ ideas and expressing their own clearly and persuasively.



	Week 2
	i, r, o, t, n, g keys
	Essential:  Task 2:  Operate keyboard

ACTIVITIES

ASSESSMENT
	Demonstrate proper keyboarding techniques.

Demonstrate the proper reach for i, r, o, t, n, g keys.
Recall safety rules.
	EA011  Follow directions and procedures (Administrative Services)

AB001 Demonstrate listening skills (Financial Services)

AB002 Follow oral/written instructions. (Financial Services)


	Week 3
	Period (.),left shift, , u, c keys
	Essential:  Task 2:  Operate keyboard

Essential:  Task 3:  Plan and set margins and tabs
ACTIVITIES

ASSESSMENT
	Demonstrate proper keyboarding techniques.

Demonstrate the proper reach for the (.) period, left shift, u, c keys.

Demonstrate knowledge of the spacing for a period after an abbreviation, at the end of a sentence, after an initial.

Locate the proper button to open the margins window.

Demonstrate the proper way to set margins (top, bottom, right, and left).


	EA011  Follow directions and procedures (Administrative Services)

AB001 Demonstrate listening skills (Financial Services)

AB002 Follow oral/written instructions. (Financial Services)


	Week 4
	Keys:  w, right shift, b, y, m, x, p, v
	Essential:  Task 2:  Operate keyboard

ACTIVITIES

ASSESSMENT
	Demonstrate proper keyboarding techniques.

Demonstrate the proper reach for the keys: w, right shift, b, y, m, x, p, v.  

Recall the correct spacing for a period after an abbreviation, at the end of a sentence, after an initial.


	EA011  Follow directions and procedures (Administrative Services)

AB001 Demonstrate listening skills (Financial Services)

AB002 Follow oral/written instructions. (Financial Services)


	Week 5
	Keys:  q, comma (,), z, colon, caps lock, ?, apostrophe, hyphen, quotation marks.
	Essential:  Task 2:  Operate keyboard

ACTIVITIES

ASSESSMENT
	Demonstrate proper keyboarding techniques.

Demonstration proper reach for q, comma, caps lock, question mark, apostrophe, hyphen, quotation marks.

Demonstrate the proper spacing after a colon, comma, apostrophe, hyphen, quotation marks.
	EA011  Follow directions and procedures (Administrative Services)

AB001 Demonstrate listening skills (Financial Services)

AB002 Follow oral/written instructions. (Financial Services)


	Week 6
	Build Keyboarding Skill
	Essential : Task 2:  Operate keyboard

ACTIVITIES

ASSESSMENT
	Change margins properly.

Recall the different keyboarding reaches.

Demonstrate knowledge of the keyboard.
Demonstrate the correct spacing for a period after an abbreviation, at the end of a sentence, after an initial
	EA011  Follow directions and procedures (Administrative Services)

AB001 Demonstrate listening skills (Financial Services)

AB002 Follow oral/written instructions. (Financial Services)
9-10.RST.4 Determine the meaning of symbols, key terms, and other domain-specific scientific or technical context relevant to grades 9-10 texts and topics.



	Week 7
	Review Figure Keys and Proofread
	Essential:  Task 2:  Operate keyboard

Important:  Task 8:  Proofread and edit copy using proofreader’s marks.

Important:  Task 7:  key and format rough draft copy.
Important:  Task 22:  Identify text-editing concepts and terminology.

ACTIVITIES

ASSESSMENT
	Demonstrate knowledge of the keyboard.

Demonstrate the proper reaches for the 8, 1, 9, 4, 0, 5, 7, 3, 6, 2.

Interpret the proofreader’s marks for capitalization, insert, transpose, delete, add, lowercase, and close up.

Demonstrate the ability to key from rough draft copy.
	EA011  Follow directions and procedures (Administrative Services)

AB001 Demonstrate listening skills (Financial Services)

AB002 Follow oral/written instructions. (Financial Services)
9-10.RST.4 Determine the meaning of symbols, key terms, and other domain-specific scientific or technical context relevant to grades 9-10 texts and topics.



	Week 8
	Keys:  /, $, !, %, <, >, <,#, &, +, @, (), 
	Essential:  Task 2:  Operate keyboard

ACTIVITIES

ASSESSMENT


	Demonstrate proper reach for the keys:  /, $, !, %, <, >, <,#, &, +, @, (),
Recall the proofreader’s marks.

Demonstrate the ability to use the right and left shift key.
	EA011  Follow directions and procedures (Administrative Services)

AB001 Demonstrate listening skills (Financial Services)

AB002 Follow oral/written instructions. (Financial Services)
9-10.RST.4 Determine the meaning of symbols, key terms, and other domain-specific scientific or technical context relevant to grades 9-10 texts and topics.



	Week 9
	Centering
	Essential:  Task 5:  Plan and center words, lines, and problems vertically and horizontally.
ACTIVITIES

ASSESSMENT
	State the dimensions of a regular keyboarding paper.
Explain how many lines per inch and how it relates to the paper dimensions.

Determine the center point vertically and horizontally.

Locate the horizontal center button on the ribbon.

Locate the vertical center button on the ribbon.

Demonstrate vertical and horizontal centering of lines and paragraphs.
	EA011  Follow directions and procedures (Administrative Services)

AB001 Demonstrate listening skills (Financial Services)

AB002 Follow oral/written instructions. (Financial Services)
RST.4 Determine the meaning of symbols, key terms, and other domain-specific scientific or technical context relevant to grades 9-10 texts and topics.



	Week 10
	Personal Business Letters
	Essential:  Task 9:  Key and format personal letters.
ACTIVITIES

ASSESSMENT
	Identify the parts of a Personal Business Letter.

Explain when it is appropriate to use the personal business letter format as compared to other formats.

Compose a personal business letter using the appropriate format.

Demonstrate printing a document using the appropriate settings.


	AB001 Prepare Correspondence (Administrative Services)
OF001 Prepare and print documents in appropriate software (Administrative Services)

AB007 Proofread for all content, format, and keying errors. (Administrative Services)
9-10 WHST.4 Produce clear and coherent writing in which the development, organization, and style are appropriate to task, purpose, and audience.

	Week 11
	Business Letters, Envelopes, Address Labels
	Essential:  Task 10:  key and format business letters.

Important:  Task 12:  key and format envelopes.

Important:  Task 13:  Key and format address labels.

Important:  Task 14.  Fold and prepare correspondence for distribution.
ACTIVITIES

ASSESSMENT
	Identify parts of a business letter.

Explain when it is appropriate to use the business letter format as opposed to other formats.

Explain the difference between a personal business letter and a business letter.

Demonstrate the proper way to insert an envelope into the printer.

Demonstrate the proper way to set up and key address labels.

Demonstrate the appropriate procedure for folding letters for standard size business envelopes.

Compose a business letter and envelope.
	AB001 Prepare Correspondence (Administrative Services)
OF001 Prepare and print documents in appropriate software (Administrative Services)

AB007 Proofread for all content, format, and keying errors. (Administrative Support)
9-10 WHST.4 Produce clear and coherent writing in which the development, organization, and style are appropriate to task, purpose, and audience.

	Week 12
	Memorandums and emails
	Essential:  Task 11:  Key and format memorandums.

Covered:  Task 24:  Demonstrate accountability of and the safe and responsible use of company resources, office equipment, machines, etc.

ACTIVITIES

ASSESSMENT
	Identify parts of a memorandum

Explain when it is appropriate to use memorandum format as compared to other formats.

Compose a memorandum using the appropriate format.

Transfer information from a memo to an email.

Compare memos to emails.

Discuss email etiquette.
Compose a memo in the email format and memo format.

Discuss the responsibility of an employee (student) for responsible use of company (school) resources and equipment.

	AB001 Prepare Correspondence (Administrative Support)
OB003 Understand or utilize electronic mail services. (Financial Services)
AB007 Proofread for all content, format, and keying errors. (Administrative Support)
CC.9.W.2.e Types and Purposes:  Establish and maintain a formal style and objective tone while attending to the norms and conventions of the discipline in which they are writing.
9-10 WHST.4 Produce clear and coherent writing in which the development, organization, and style are appropriate to task, purpose, and audience.

	Week 13
	Tabulations and centering functions

Keyboard Speed

Understanding ergonomics
	Essential:  Task 15:  Demonstrate tabulation and centering functions.

Important:  Task 6:  Key three 5-minute timed writings with a minimum of 35 NWAM for 70%; 1 error per minute.

Covered:  Task 23:  Identify ergonomics and understand why ergonomics is important from a health point of view.

ACTIVITIES

ASSESSMENT


	Progress toward 35 NWAM on 5 minute timed writings.

Demonstrate tabulation problems using the ribbon and the ruler.

Demonstrate using the tab settings:  left, right, center, decimal, bar using dot leaders when appropriate.

Discuss ergonomics as a science.

Discuss office ergonomics.

Discuss the rapid increase in computer use in the modern office and the associated increase in injuries.

Discuss keyboarding techniques and how they apply from a health point of view to prolonged awkward positions.

	AB007 Proofread for all content, format, and keying errors. (Administrative Support)
AB001 Demonstrate listening skills. (Financial Services)
AB002 Follow oral and written instructions. (Financial Services)
OF010 Locate and retrieve data from various sources (e.g., local drive, network drives, and Internet).  (Administrative Support)

CC.9-10.SL1 and CC.11-12.SL.1 Initiate and participate effectively in a range of collaborative discussions (one-on-one, in groups, and teacher-led) with diverse partners on topics, texts, and issues, building on others’ ideas and expressing their own clearly and persuasively.



	WEEK 14
	Reports
	Essential:  Task 18:  Key and format unbound, left-bound, and top-bound reports.
Essential:  Task 19:  Key and format references

ACTIVITIES

ASSESSMENT
	Compare and contrast the formats for an unbound report, left-bound report, and a top-bound report.

Demonstrate the proper procedures for keying footnotes, endnotes, reference pages.
Demonstrate the proper way to cite a reference in the report using appropriate format.


	AB007 Proofread for all content, format, and keying errors. (Administrative Support)
AB004 Use correct terminology. (Administrative Services)

9-10.RST.4 Determine the meaning of symbols, key terms, and other domain-specific scientific or technical context relevant to grades 9-10 texts and topics.



	Week 15
	Reports
	Essential:  Task 20:  Key and format multi-page reports.
Essential:  Task 4:  Format page numbers
Essential:  Task 21:  Key and format supportive parts of reports.

Important:  Task 16:  Use reference materials.
ACTIVITIES

ASSESSMENT
	Demonstrate the proper way to format the cover page, reference page, and/or endnotes page.

Research the different report formats such as MLA, Chicago, APA, etc.  (Check with your English teacher on her preferred format.) Print a reference sheet from your research illustrating the proper way to format using MLA, Chicago, and APA, etc.
Discuss different page number formats.  

Demonstrate the proper procedures for including page numbers in reports with and without cover pages.

Create odd and even headers with page numbers.


	AB007 Proofread for all content, format, and keying errors. (Administrative Services)
OF001 Prepare and print documents in appropriate software. (Administrative Services)
EA011 Follow directions and procedures. (Administrative Services)
9-10.RST.4 Determine the meaning of symbols, key terms, and other domain-specific scientific or technical context relevant to grades 9-10 texts and topics.



	Week 16
	Outlines and Table of Contents
	Essential:  Task 17:  Key and format outlines.
ACTIVITIES

ASSESSMENT
	Discuss the purpose of outlines and table of contents.
Discuss different formats for outlines.

Demonstrate the proper procedures for keying outlines and Table of Contents.
	EA011 Follow directions and procedures.  (Administrative Services)
AB003 Use correct spelling, punctuation, and grammar. (Financial Services)


	Week 17
	Internet Searches
	Covered:  Task 25:  Apply internet etiquette and safety.
ACTIVITIES

ASSESSMENT
	Discuss copyright laws.  

Discuss internet safety on Facebook and Twitter.  

Discuss and apply netiquette (internet etiquette).

Discuss copyright laws.  

Research and compose a short report on netiquette.


	OF010 Locate and retrieve data from various sources (e.g., local drive, network drives, and Internet). (Administrative Services)
9-10 WHST.4 Produce clear and coherent writing in which the development, organization, and style are appropriate to task, purpose, and audience.
CC.9-10.SL1 and CC.11-12.SL.1 Initiate and participate effectively in a range of collaborative discussions (one-on-one, in groups, and teacher-led) with diverse partners on topics, texts, and issues, building on others’ ideas and expressing their own clearly and persuasively.



	Week 18
	Final Exam
	Review Tasks 1-26
ACTIVITIES

ASSESSMENT
	Prepare for final exam.
Review letters, memos, emails, and reports.

Demonstrate keying documents without the use of notes.
	AB007 Proofread for all content, format, and keying errors. (Administrative Services)
OF001 Prepare and print documents in appropriate software. (Administrative Services)

EA011 Follow directions and procedures. (Administrative Services)
9-10. RST.4 Determine the meaning of symbols, key terms, and other domain-specific scientific or technical context relevant to grades 9-10 texts and topics.


