INF2020: Keyboarding



Name _______________________________
Keyboarding Technique Requirements

	Skills
	Excellent 
(100–85%)
	Proficient 
(85–70%)
	Acceptable 
(70–55%)
	Limited 
(55% and below)

	Eye Focus
	student always keeps eyes on copy when doing text/numeric entry
	student sometimes checks hand position and keys while typing
	student frequently looks at hand position and keys while typing
	student maintains constant eye contact with hands, searching for keys on the keyboard

	Keystroking
	student always uses correct fingering for all keys on the keyboard, including enter, shift, and tab keys, and maintains home row positioning when typing
	student usually uses correct fingering for all keys on the keyboard, including enter, shift, and tab keys, and frequently maintains home row positioning when typing
	student attempts to use correct fingering for all keys on the keyboard, including enter, shift, and tab keys, and sometimes maintains home row positioning when typing
	student rarely uses correct fingering for all keys on the keyboard, including enter, shift, and tab keys, and rarely maintains home row positioning when typing

	Service Keys
	student consistently uses appropriate fingers/hand movements to edit and move within the document
	student frequently uses appropriate fingers/hand movements to edit and move within the document
	student attempts to use appropriate fingers/hand movements to edit and move within the document
	student rarely uses appropriate fingers/hand movements to edit and move within the document

	Body Position
	student maintains proper, relaxed body position—is centred and a hand-span away from the keyboard, has good posture, and wrists and arms are properly positioned
	student frequently maintains proper, relaxed body position—is centred and a hand-span away from the keyboard, has good posture, and wrists and arms are properly positioned
	student attempts to maintain proper, relaxed body position—is centred and a hand span away from the keyboard, has good posture, and wrists and arms are properly positioned
	student rarely maintains proper, relaxed body position


Reflections / Comments


