WHO SHOULD TEACH KEYBOARDING?

Recently, a study on the status of elementary keyboarding found that elementary-licensed classroom teachers are now teaching keyboarding skills. Traditionally, the business education-licensed teacher taught these skills.  In determining who should teach keyboarding, the following questions should be asked of each teacher: 











    Yes
     No
1. Are you computer literate?




 

2. Do you use the computer frequently for word processing?

3. Have you had instruction on using the computer and software 

programs?

4. Do you use the “touch method” of keyboarding to word process 

data?

5. Do you believe that keyboarding skills are basic skills for all 

children?

6. Do you believe that an efficient inputting skill is important to 

save computer time and reduce frustration when word processing?

If elementary-licensed classroom teachers answer “No” to these questions, then they should not be responsible for teaching keyboarding skills. A knowledgeable teacher—one that has been trained to teach keyboarding—should be teaching children these skills. This training is not just on how to introduce keys, but how to develop a useable keyboarding skill.

A K-12 Computer Technology Committee needs to be formed to answer the basic questions of:  Who should teach the “touch method” of keyboarding? At what grade? How much instruction time should be allocated?  When and how will keyboarding be reinforced?  How are the state and national technology standards being met?  In school districts where there are multiple classes of one grade, i.e. three 3rd grade classes, all elementary-licensed classroom teachers must be prepared to teach keyboarding to provide a consistent elementary keyboarding program.

The most effective keyboarding program at the elementary level should be structured, consistent, and sequential.  “Structured” means that a designated amount of time is scheduled for keyboarding instruction. The recommended amount of time devoted to formal keyboarding instruction is 30 to 40 minutes every day or several days a week until all the keys have been introduced. The grade level that formal keyboarding instruction is scheduled varies from school district to school district. The appropriate grade level for the formal introduction of the touch method of keyboarding will depend on when children are inputting sentences frequently to the point that bad habits are being formed. Formal introduction needs to precede frequent computer use. Whenever children are using the computer, correct computer posture and techniques need to be taught and reinforced.


“Consistent” means that every student receives keyboarding instruction. Children that miss keyboarding instruction because of band or music lessons are at a definite disadvantage because of the additional memorization of key locations that were presented in their absence. These children will have to memorize the keys missed in addition to the new keys being presented in the next lesson.


“Sequential” means that once the keyboarding instruction begins, reinforcement continues in succeeding grades. Studies indicate that keyboarding is a skill that progresses through the years. Children should be required to use correct keyboarding techniques whenever using the computer. All classroom teachers, librarians, technology coordinators, and computer lab aides should require children to use correct keyboarding techniques. Structured reinforcement of keyboarding leads to children attaining a usable skill, thereby reducing frustration and maximizing computer time. Children with a usable keyboarding skill concentrate on what they are keying and not where the keys are located.

Software programs are becoming popular to assist elementary-licensed classroom teachers in teaching keyboarding. While software programs have many advantages, the main disadvantage is confirming that children are actually using correct techniques as they complete each lesson. Observation is essential by a knowledgeable teacher in requiring children to use the touch method of inputting.

For additional information on elementary keyboarding, please go to my website: http://academics.uww.edu/cni/rogers.  
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