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TN Technology State Standards 

Grade Level State Standards – Performance Indicator Mastery of Skill 

Kindergarten 1. Use the correct hand and body position while 

applying the proper touch method of keying 

for the home row keys (A, S, D, F, J, K, L, ;). 

2. Use appropriate hand pressure on mouse and 

keyboard. 

3. Operate special purpose keys (return/enter, 

spacebar, esc, arrows, shift, backspace) 

4. Know the relative position of the 

alpha/numeric keys 

1. Color a drawing of the 

keyboard indicating which 

finger should operate which 

keys 

2. Key touching practice on the 

keyboard. Students will need 

to learn hand pressure with 

regard to pressing the keys. 

Practice a hold down verses a 

quick touch. 

First Grade 1. Use the correct hand and body position while 

applying the proper touch method of keying 

for the home row keys (A, S, D, F, J, K, L, ;). 

2. Use appropriate hand pressure on mouse and 

keyboard. 

3. Operate special purpose keys return/enter, 

spacebar, esc, arrows, shift, backspace). 

4. Key words consisting of the home row key 

letters using the proper touch keying 

technique. 

5. Extend keying skills to the row above and 

below the home row keys using the proper 

fingering Q,W,E,R,T,Y,U,I,O,P,[, ], \ Row 

above; Z,X,C,V,B,N,M,”,”, “.”, / Row below) 

1. Color a drawing of the 

keyboard indicating which 

finger should operate which 

keys. 

2. Key touching practice on the 

keyboard. Students will need 

to learn proper hand pressure 

with regard to pressing the 

keys. Practice a hold down 

verses a quick touch. 

 

Second Grade 1. Students will develop basic keying skills 

(alpha/numeric and symbol characters) in 

using keyboard using the touch system. 

2. Use the correct hand and body position while 

applying the proper touch method of keying 

for the home row keys (A, S, D, F, J,K, L, ;); 

Row above (Q,W,E,R,T,Y,U,I,O,P,[, ], \); and 

Row below (Z,X,C,V,B,N,M,”,”, “.”, /). 

3. Use appropriate hand pressure on mouse and 

keyboard. 

4. Operate special purpose keys (return/enter, 

spacebar, esc, arrows, shift, backspace). 

5. Know the relative position of the 

alpha/numeric keys.  

6. Proofread and correct errors using backspace, 

delete, undo, erase. 

1. Color a drawing of the 

keyboard indicating which 

finger should operate which 

keys. 

2. Key words consisting of 

letters utilizing the home row 

keys, the row below and the 

row above using the proper 

touch keying technique for 

the development of speed. 

3. Use the correct hand and body 

position while applying the 

proper touch method of 

keying for the home row keys 

(A, S, D, F, J,K, L, ;); Row 

above 

http://www.state.tn.us/education/ci/computer/
http://www.state.tn.us/education/ci/computer/doc/grade_k.pdf
http://www.state.tn.us/education/ci/computer/doc/grade_1.pdf
http://www.state.tn.us/education/ci/computer/doc/grade_2.pdf
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 Q,W,E,R,T,Y,U,I,O,P,[, ], \); 

and Row below 

(Z,X,C,V,B,N,M,”,”, “.”, /).  

Third Grade 1. Students will develop basic skills (alpha-

numeric and symbol characters) in using 

keyboard using the touch system  

2. Exhibit proper posture and fingering 

techniques for the alphanumeric keyboard. 

3. Review and expand proper touch-keying 

techniques for the home row, top row 

(Q,W,E,R,T,Y,U,I,O,P,[,],\), bottom 

(Z,X,C,V,B,N,M, “,”,”.”). 

4. Continue practice using the shift keys. 

5. Apply the touch-keying system to develop 

basic skills on the alphanumeric keyboard at a 

rate of 10 gross words a minute. 

1. Focus on mastering the home 

row before moving to 

top/bottom 

2. Students will take a timed 

typing test to determine their 

gross words per minute 

(GWAM). 

3. Apply the touch-keying 

system to develop basic skills 

on the alphanumeric keyboard 

at a rate of 10 gross words a 

minute. 

End of Third Grade, the student is able to: 

 Key (type) at a rate of 10 gross words per minute 

 Use the proper touch-keying techniques 
Fourth Grade 1. Students will continue development of and 

master basic skills (alpha numeric and special 

characters) for using the touch. 

2. NOTE: The first 6 to 8 weeks of class will 

emphasize the mastery of the touch system 

of keying on the alphanumeric keyboard.  

3. Students will develop basic skills (alpha 

numeric and symbol characters) in using 

keyboard using the touch system 

a. Exhibit proper posture and use both 

hands at the keyboard. 

b. Exhibit proper posture and fingering 

techniques for the alphanumeric 

keyboard. 

c. Review and expand proper touch-

keying techniques for all rows of the 

keyboard. 

4. Apply the touch-keying system to develop 

basic skills on the alphanumeric keyboard at a 

rate of 15 gross words a minute (GWAM) for 

a one minute timed writing. 

5. Practice proper response patterns to gain 

speed. 

6. Build speed and accuracy. 

1. Apply the touch-keying 

system to develop basic skills 

on the alphanumeric keyboard 

at a rate of 15 gross words a 

minute (GWAM) for a one 

minute timed writing. 

2. Practice proper response 

patterns to gain speed. 

3. Build speed and accuracy 

End of Fourth Grade, the student is able to: 

http://www.state.tn.us/education/ci/computer/doc/grade_3.pdf
http://www.state.tn.us/education/ci/computer/doc/grade_4.pdf


HAWKINS COUNTY SCHOOLS 
Typing Implementation Guide for Readiness 

 

 Master the correct touch-keying techniques for the alphanumeric keyboard 

 Key (type) at a rate of 15 gross words per minute (GWAM) using the proper 

touch keying techniques in a one minute timed writing 

Fifth Grade 1. Students will demonstrate proper keyboarding 

skills using the touch system of keying 

2. Students will develop basic skills (alpha 

numeric and special characters) in using 

keyboard using the touch system 

a. Exhibit proper posture and fingering 

techniques for the alphanumeric keyboard. 

b. Use and apply appropriate keyboarding 

terminology. 

c. Review and demonstrate proper touch-

keying techniques for all alpha, numeric and 

symbol keys. 

3. Apply the touch-keying system to develop 

basic skills on the alphanumeric keyboard at a 

rate of 20 gross words a minute (GWAM) 

for a 2 minute straight copy timed writing. 

4. Key a simple letter to include alpha, numeric, 

and appropriate symbol keys such as periods, 

question marks, etc. 

1. end of the fifth grade the 

student is able to 

2. Key at a rate of 20 gross 

words per minute using the 

proper touch-keying 

techniques on a 2 minute 

timed writing.  

3. Key a simple letter with two 

paragraphs with no more than 

two mistakes. 

 

End of Fifth Grade, the student is able to: 

 Key (type) at a rate of 20 gross words per minute (GWAM) using the proper 

touch-keying techniques on a 2 minute timed writing.  

 Key a simple letter with two paragraphs with no more than two mistakes. 
Sixth Grade 1. Students will apply basic skills (alpha numeric 

and special characters) in using keyboard 

using the touch system  

2. Using appropriate ergonomics, apply the 

touch system on the alpha, numeric, and 

symbol keys at a rate of 20 net words per 

minute. 

3. Apply the touch system to the numeric keypad 

4. Key a letter to include all parts of the letter. 

The body should be at least two paragraphs 

1. Apply the touch system on the 

alpha, numeric, and symbol 

keys at a rate of 20 net words 

per minute. 

Seventh Grade 1. Apply proper ergonomic form in applying the 

touch system of keying the alpha, numeric and 

symbol keys at a rate of 20 net words per 

minute 

2. Using appropriate ergonomics, apply the 

touch system on the alpha, numeric, and 

symbol keys at a rate of at least 30 net words 

1. Beginning of year, applying 

the touch system of keying 

the alpha, numeric and 

symbol keys at a rate of 20 

net words per minute  
2. End of year, apply the touch 

system on the alpha, numeric, 

http://www.state.tn.us/education/ci/computer/doc/grade_5.pdf
http://www.state.tn.us/education/ci/computer/doc/grade_6.pdf
http://www.state.tn.us/education/ci/computer/doc/grade_7.pdf
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per minute. 

3. Apply the touch system to the numeric keypad   

and symbol keys at a rate of at 

least 30 net words per 

minute. 

End of Seventh Grade, the student is able to: 

 Key (type) at a rate of at least 30 net words per minute (NWPM) using the proper 

touch-keying techniques on a two minute timed writing.  
Eighth Grade 1. Students will demonstrate and apply basic 

skills (alpha numeric and special characters) 

in using keyboard using the touch system of 

keying 

2. Students will develop basic skills (alpha 

numeric and special characters) in using 

keyboard using the touch system  

3. Using appropriate ergonomics, apply the 

touch system on the alpha, numeric, and 

symbol keys at a rate of 30 net words per 

minute (NMPM) on a 2 minute time straight 

copy timed writing.  

4. Apply the touch system to the numeric keypad 

1. Key at a rate of at least 30 net 

words per minute (NWPM) 

on a 2 minute time straight 

copy timed writing 

End of Eighth Grade, the student is able to: 

 Key (type) at a rate of at least 30 net words per minute (NWPM) using the proper 

touch keying techniques on a straight copy timed writing 

 

  

http://www.state.tn.us/education/ci/computer/doc/grade_8.pdf
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Typing Web – PARCC Preparation 

 
1. Set up a teacher account at: 

 
http://www.typingweb.com/ 
 

 
 
2. Teacher Class Creation Portal 

 

 
 
3. Create Each Class of Students 

 

 
  

http://www.typingweb.com/
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4. Add Students 
 

 
 
5. Student Progress Reports 

 

 
 

 
6. Lessons 
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Tips 

1. Assign students a county standard user name and password 

a. In lieu of using your school abbreviation, we’ve decided to use Hawkins County’s 

abbreviation for the user name 

b. User name - hcsfirstname.lastname (duplicate names, use 

hcsfirstnamemiddleinitial.lastname) 

c. Password – student ID number (data clerk can provide this information) 

2. Require every student to retake each typing lesson until the student master’s 100% NET 

wpm and specific typing speed (i.e. 30 wpm, 100% accuracy for 8th grade). This enables 

mastery learning to occur and it also accounts for typing errors. 

3. Start in small time increments – depending on age, 5 to 10 minutes is plenty to initialize 

keyboarding skills…example suggestion – start with the home row lessons, not the games, 

once they successfully complete the ‘lesson’, allow them to do the ‘games’ that are only 

using the home row keys  

4. Cover Hands! This is important! Students need to learn to type without looking at the 

keyboard. 

5. Review immediate feedback…after each lesson, the student will automatically be told 

which keys need more practice, tell your students to review the comments, then retake the 

lesson and stress that they DO NOT save and continue until they meet the 100% 

accuracy and NET wpm standards 

6. Communicate with parents -- if students have internet access at home, they can use their 

student login information to work on typing skills outside of school 
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Typing Etiquette 

Key things to keep in mind with respect to typing posture and hand position (retrieved from 

http://www.typing-lessons.org/preliminaries_4.html):  

 Keep the backs of your hands parallel to the keyboard. 

 Have your arms oriented so that you are able to keep your index, middle and ring fingers 

on their home keys (see Lesson 1), and have both pinky fingers reach the shift keys without 

bending your wrist sideways.  

 Sit up as straight as possible (within reason!). 

 Have the top of the monitor at eye level. 

 Hands should be slightly lower than elbows (keeps the blood flowing to the hands!). 

 Keep your wrists straight, so that the tendons in your wrist are unencumbered through the 

carpal tunnel. 

 Remember – keyboard is the primary focus, not the mouse – keyboard should remain in the 

front of the student and the mouse is off to the side 

Which Fingers Go Where 

 

https://mail.hck12.net/exchweb/bin/redir.asp?URL=http://www.typing-lessons.org/preliminaries_4.html
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 Each finger rests on a particular key in the home row of the keyboard when not typing, in 

order to keep "grounded" and oriented at all times. The home keys (ASDF JKL;) are outlined 

in yellow on the above diagram. The thumbs remain in the air, or very gently in contact 

with the keys below. 

 Each finger is responsible for a vertical column of keys, which you can think of as a "home 

column". The column is not straight up and down, but rather slopes up to the left 

 Both index fingers are responsible for an additional column, the one next to their home 

columns towards the middle of the keyboard. 

 The thumbs are used for the space bar, and depending on the shape of your keyboard can 

also be used for the "command" (Apple computers) or "Windows" (PCs) key. 

 The left-hand pinky is also responsible for all the keys to the left of its home column, 

including the left shift key, caps lock, tab, tilde, escape and others. 

 The right-hand pinky is a real workhorse, covering everything to the right of its home 

column. Take a look - there's a lot of stuff there! 

 


