TYPING TECHNIQUE

TYPIST’S NAME ___________________________________________________________________

EVALUATOR’S NAME ____________________________________________________________

The following is a complete and comprehensive technique checklist. Look for the following elements in the technique of students.

Does the student display correct body posture?
1. Spine straight, against back of chair, leaning slightly forward from the waist.
Yes    or    No 

2. Centered in front of keyboard (body directly in front of "J" key).                      
Yes    or    No 

3. Sitting a comfortable distance from keyboard (a handspan is suggested).          
Yes    or    No 

4. Feet on the floor (if possible), slightly apart for body balance.                             
Yes    or    No 

Does the student display correct arm and hand position?
1. Arms relaxed; elbows naturally close to body.                                                    
Yes    or    No 

2. Forearms nearly parallel with slope of keyboard.                                                 
Yes    or    No 

3. Fingers curved, tips of fingers resting lightly on keys.                                            Yes    or    No 

4. Hands close enough together to "lock" thumbs.                                                     
Yes    or    No 

5. Fingers upright, not leaning toward little fingers.                                                    Yes    or    No 

6. Hands and wrists "quiet," almost motionless.                                                         
Yes    or    No 

7. Wrists low, but palms of hands not resting on the keyboard.                                  Yes    or    No 

Does the student display correct keystroking?
1. Beginning and ending all keystrokes at home row position.                                    
 Yes    or    No 

2. Keying each key with the correct finger.                                                                    
 Yes    or    No 

3. Keying the space bar with the thumb of the right hand.                                            
 Yes    or    No 

4. Shifting with the appropriate "little" finger.                                                                 Yes    or    No 

5. When shifting, when depressing shift key, when striking key, when releasing shift.  Yes    or    No 

6. Using the "little" finger of the right hand for the enter or return key.                          Yes    or    No 

7. Keeping eyes on copy (text, screen, board, etc.) rather than the keyboard, 
once a key has been learned.                 
  Yes    or    No 

8. When students forget the location of a previously learned key, are they 
encouraged to consult the text/wall chart/software keyboard illustration, rather than

looking down at the actual keyboard.  





     Yes    or    No 
Please write typist’s Words Per Minute (WPM) ____________ and accuracy _______________%.
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Student's Technique Checklist
The following is an abbreviated technique checklist, developed by Schrader (1987). It may be used by the teacher or by the students to evaluate their own or a partner's technique.

Student Name ________________________________________________________ 

Grade _______________________________________________________________ 

Computer No. ________________________________________________________ 

	 
	At Start
	At Finish

	Good Keyboarding Technique Means:
	 
	 

	1. Keep eyes on the copy as you work.
	____
	____

	2. Stroke the keys with the correct fingers.
	____
	____

	3. Keep fingers curved a little.
	____
	____

	4. Keep wrists a little above the computer so they do not touch it.
	____
	____

	5. Sit straight, lean a bit forward from the waist; keep feet on the floor (if possible).
	____
	____

	Total:
	____
	____


Evaluation Scale:    Excellent 2    Fair 1    Poor 0

