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	Pre-Kindergarten
	-Identify letter 
of the week

on keyboard (I)
	-Teacher models use of tool (I)
	
	
	
	
	-Use paper writing checklist and rubrics (I)
	
	-Intro Clicks and Drags (I)

	Kindergarten
	-Identify letter on keyboard
-Type first and last name

-Type a sentence

-Left and right recognition  (I)
	-Teacher models use of tool (I)
	
	
	
	
	-Use paper writing checklist and rubrics (I)
	
	-Intro Clicks and Drags (I)

	First Grade
	-Open Word document
-Type, Copy, Cut, Paste (P)
	-Teacher models use of tool (I)
	
	
	
	
	-Use paper writing checklist and rubrics (I)
	
	-Practice activities using multiple windows (P)

	Second Grade
	-Add more text (P)
	-Teacher models use of tool (I)
	- Bold, Italics, Highlighting, etc. introduced and practiced. (I/P)
	-Tab, Shift, and other navigation skills are introduced and practiced. (I/P)
	
	
	-Use paper writing checklist and rubrics (I)
	
	-Practice activities using multiple windows (P)
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	Third Grade
	-Students should master keyboarding (M)
	-Learn vocabulary related to tool 

-Use the tool during the writing process four times a year (P/M)
	- Bold, Italics, Highlighting, and other font skills mastered (M)
	-Tab, Shift, and other navigation skills are mastered. (M)
	
	-Introduce concision of writing (I)
	-Use online and paper writing checklist and rubrics (P)

-Practice Using online tool checklist. (I)
	
	-Effectively use multiple windows applications (M)

	Fourth Grade
	-Correct keyboarding is reinforced. (R)
-Research and search on Internet
	-Use the tool during the writing process four times a year (R)

Each content area teacher must use tool once a year for class instruction.
	Shift, Tab, Bold, Italics, Highlighting, and other font skills reinforced (R)
	-Tab, Shift, and other navigation skills are reinforced. (R)
	-Introduce Spell check and other reference tools (I)
	-Practice activities with concision of writing (P)
	-Use online and paper writing checklist and rubrics (P)

-Use the online tool checklist (M)
	
	Continue exposure of multiple windows applications and programs. (R)
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	Fifth Grade
	-Reinforce 

Keyboarding skills in the content areas (R)
	-Use the tool during the writing process six times a year (R)

Each content area teacher must use tool once a year for class instruction.
	Shift, Tab, Bold, Italics, Highlighting, and other font skills reinforced (R)
	-Tab, Shift, and other navigation skills are reinforced. (R)
	-Master spell check and other reference tools (M)
	-Practice activities with concision of writing (M)
	-Practice using the online tool checklist and other online and paper writing checklists and rubrics (R)
	
	Continue exposure of multiple windows applications and programs. (R)

	Sixth Grade
	-Reinforce 

Keyboarding skills in the content areas (R)
	-Use the tool during the writing process six times a year (R)

Each content area teacher must use tool once a year for class instruction.
	Shift, Tab, Bold, Italics, Highlighting, and other font skills reinforced (R)
	-Tab, Shift, and other navigation skills are reinforced. (R)
	-Reinforce usage of spell check and reference tools (R)
	-Practice activities with concision of writing (R)
	-Practice using the online tool checklist and other online and paper writing checklists and rubrics (R)
	-Intro  and use the Notepad tool (I)


	Continue exposure of multiple windows applications and programs. (R)
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	Seventh Grade
	-Reinforce 

Keyboarding skills in the content areas (R)
	-Use the tool during the writing process six times a year (R)

Each content area teacher must use tool once a year for class instruction.
	Shift, Tab, Bold, Italics, Highlighting, and other font skills reinforced (R)
	-Tab, Shift, and other navigation skills are reinforced. (R)
	-Reinforce usage of spell check and reference tools (R)
	-Practice activities with concision of writing (R)
	-Practice using the online tool checklist and other online and paper writing checklists and rubrics (R)
	-Use the online Notepad tool (P)
	Continue exposure of multiple windows applications and programs. (R)

	Eighth Grade
	-Reinforce 

Keyboarding skills in the content areas (R)
	-Use the tool during the writing process six times a year (R)

Each content area teacher must use tool once a year for class instruction.
	Shift, Tab, Bold, Italics, Highlighting, and other font skills reinforced (R)
	-Tab, Shift, and other navigation skills are reinforced. (R)
	-Reinforce usage of spell check and reference tools (R)
	-Practice activities with concision of writing (R)
	-Practice using the online tool checklist and other online and paper writing checklists and rubrics (R)
	-Use the online Notepad tool (M)
	Continue exposure of multiple windows applications and programs. (R)
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	Ninth Grade
	-Reinforce 

Keyboarding skills in the content areas (R)
	-Use the tool during the writing process six times a year (R)

Each content area teacher must use tool once a year for class instruction.
	Shift, Tab, Bold, Italics, Highlighting, and other font skills reinforced (R)
	-Tab, Shift, and other navigation skills are reinforced. (R)
	-Reinforce usage of spell check and reference tools (R)
	-Practice activities with concision of writing (R)
	-Practice using the online tool checklist and other online and paper writing checklists and rubrics (R)
	-Use the online Notepad tool (R)
	Continue exposure of multiple windows applications and programs. (R)

	Tenth Grade
	-Reinforce 

Keyboarding skills in the content areas (R)
	-Use the tool during the writing process six times a year (R)

Each content area teacher must use tool once a year for class instruction.
	Shift, Tab, Bold, Italics, Highlighting, and other font skills reinforced (R)
	-Tab, Shift, and other navigation skills are reinforced. (R)
	-Reinforce usage of spell check and reference tools (R)
	-Practice activities with concision of writing (R)
	-Practice using the online tool checklist and other online and paper writing checklists and rubrics (R)
	-Use the online Notepad tool (R)
	Continue exposure of multiple windows applications and programs. (R)
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	Eleventh Grade
	-Reinforce 

Keyboarding skills in the content areas (R)
	-Use the tool during the writing process six times a year (R)

Each content area teacher must use tool once a year for class instruction.
	Shift, Tab, Bold, Italics, Highlighting, and other font skills reinforced (R)
	-Tab, Shift, and other navigation skills are reinforced. (R)
	-Reinforce usage of spell check and reference tools (R)
	-Practice activities with concision of writing (R)
	-Practice using the online tool checklist and other online and paper writing checklists and rubrics (R)
	-Use the online Notepad tool (R)
	Continue exposure of multiple windows applications and programs. (R)

	Twelfth Grade
	-Reinforce 

Keyboarding skills in the content areas (R)
	-Use the tool during the writing process six times a year (R)

Each content area teacher must use tool once a year for class instruction.
	Shift, Tab, Bold, Italics, Highlighting, and other font skills reinforced (R)
	-Tab, Shift, and other navigation skills are reinforced. (R)
	-Reinforce usage of spell check and reference tools (R)
	-Practice activities with concision of writing (R)
	-Practice using the online tool checklist and other online and paper writing checklists and rubrics (R)
	-Use the online Notepad tool (R)
	Continue exposure of multiple windows applications and programs. (R)


· Keyboarding is defined for this purpose as the ability to use the keyboard correctly and effectively.

· Concepts/Skills Introduced (I)

· Concepts/Skills Practiced (P)

· Concepts/Skills Mastered (M)

· Concepts/Skills Reinforced (R)

Concepts/Skills Highlighted in Red are to be taught in elementary media class and then reinforced in all classes.  It is up to the grade level/department to ensure these skills are enforced.

Writing Process for Online Tool:

PreK-5th:   Entire process completed on paper and final draft typed on tool.

6th-8th:  Entire process complete on paper and final draft typed on tool.

9th-12th:  Brainstorming/Outline completed on paper; Rough draft completed on the tool. However, student may decide to write draft on paper and transfer to online tool.

