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Typing.com
Teaches an employable skill for all Industry Sectors

Warm up for 10-15 minutes every day at beginning of class.

Offer “certification” for students who can type more than 
40 wpm at 95%+ accuracy for 5 minute test with hands covered.

Students Requirements:
● 30 minutes a week of drill time.
● Typing tests weekly - two 5-minute tests, 2nd one has 

hands covered
● Monthly technique checks for home-row, posture & eyes



Google Apps and Other Resources
● Google Gmail
● Google Drive
● Google Calendar
● Google Draw
● Google Docs 
● Google Sheets
● Google Slides 
● And soooo much more ...



Chapter 1 - Envisioning Your Future
Use Google Draw for students to create a Vision 
Board of what they want their lives to look like.

Have them print this and use it as a cover for their 
binder or paste it to their Workbook.

This becomes a reminder of what they are working 
for every day

Technical Skills:
● Google Search
● Ethical usage
● Copy/Paste
● Crop & Size
● Color Adjustment
● Share & Print



Chapter 2 - Your Personal Profile
Using WordClouds.com or some other 
free Word Cloud Generator, have 
students create a Word Cloud that they 
can Print and use as the “other side” of 
their binder or workbook. 

Have students use the words and 
phrases that they discover as they 
complete the Chapter 2 activities

Technical Skills:
● Typing
● Color Adjustment
● Online Apps



Chapter 3 - Lifestyles of the 
Satisfied and Happy

Using Google Draw, help students 
draw their own Maslow’s Modified 
Triangle.  Have them find pictures 
on the internet  that represent 
what the different levels mean to 
them.

Technical Skills:
● Typing
● Electronic Drawing
● Basic Graphic Design

External Internal
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Health

Self-actualization



Chapter 4 - What Cost This Lifestyle?
Use a Google Sheet to assist students in keeping track of the prices 
of thing. Teach how to create basic functions and formulas.

Technical Skills:
● Typing
● Spreadsheets
● Mathematics



Chapter 5 - Your Ideal Career
Use Google Forms for 
students to take their 
most important item 
from each checklist and 
create their own “Must 
Haves” list for their career 
research in Chapter 6. 

Technical Skills:
● Typing
● Creating forms
● Formatting



Chapter 6 - Career Research
Use Google Docs for 
students to write their 
Career Research Papers 
in. Take the opportunity 
to show formatting, 
headers, footers, page 
numbering, citations, etc. 

Technical Skills:
● Typing
● Technical Writing
● Formatting
● Citations



Chapter 7 - Decision Making
Use Google Sheets OR a Table in Google Docs to help kids develop a 
Decision Making Rubric with Pros & Cons.

Assign groups and teach 
student how to comment 
on each other’s notes

Technical Skills:
● Typing
● Formatting
● Graphic Display
● Collaboration
● Critical Thinking



Chapter 8 - Setting Goals and Solving Problems
AND

Chapter 9 - Avoiding Detours and Roadblocks
Watch Apollo 13 and 
assign groups of 3-4 
students to work together 
to answer questions about 
movie in a collaborative 
Google Doc. 

Technical Skills:
● Typing
● Technical Writing
● Collaboration



Chapter 10 - Attitude Is Everything
Have students work 
together in groups of 
2-4 to collaboratively 
create a Six E’s of 
Excellence poster. 

Technical Skills:
● Graphic Display
● Vocabulary
● Collaboration



Chapter 11 of CCC - Skills Inventory
Use Google Sheets to create a Transferable Skills Inventory. This could 
be used to help students learn how to sort data in different ways. 

Technical Skills:
● Typing
● Spreadsheets
● Sorting Data



Chapter 12 of CCC - Study Skills 
for the Life-long Learner

Use Google Slides and 
have groups of students 
collaborate to make a 
“poster” about their 
learning styles. Group 
students in like-learning 
styles or in 
different-learning styles.

Technical Skills:
● Typing
● Formatting
● Collaboration



Chapter 13 of CCC - Making Changes 
Use Google Docs.

Have students watch McFarland 
USA and choose 3 characters to 
follow. Describe their original 
plans, their obstacle, and their 
manner of making changes and 
handling the problem. 

Technical Skills:
● Typing
● Technical Writing
● Critical Thinking
● Analyzing



Chapter 11/14 - Beginning the Job Search
Use Google Docs for 
students to write their 
resumes, cover letters 
and other professional 
portfolio documents

Technical Skills:
● Typing
● Technical Writing
● Formatting



Chapter 12/15 - Where Do You Go From 
Here?Teach students how to 

print their 10YearPlan 
Summary as a PDF.

Discuss the advantages 
and disadvantages of a 
Portable Document 
Format (PDF).

Technical Skills:
● Following instructions
● Creating a PDF


