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	1

	1. Apply Standard English to write and speak in a professional business environment and one’s personal life.


	Means: weekly quiz of 25-30 multiple-choice problems covering previous lesson; a weekly take home assignment to be turned in; and weekly spelling tests of 20 most frequently misspelled words to improve proofreading skills.
Criteria: Each test and assignment is weighted equally.  70% of students will score 70% or better. 
	67% averaged 70% or better on quizzes

83% averaged 70% or better take-home assignments

91% averaged 70% or better on spelling tests


	Results are for the most part effective; however, students should utilize the additional on-line practice exercises to improve their textbook language skills.



	1
	2. Illustrate word power through the study of general and business vocabulary while acquiring dictionary skills to broaden writing and spelling skills.
	 Means: a dictionary skills quiz consisting of 30 multiple-choice questions in which

students use a college
dictionary to locate answers;
take home assignment of 20

problems testing vocabulary; spelling test of 20 words

Criteria:  70% of students will score 70% or better.
	50% scored 70% or better on quiz

86% scored 70% or better on take-home assignment

76% scored 70% or better on spelling test


	Additional methods must be employed to increase the understanding of the text.

	1
	3. Illustrate the use of Standard English through  fundamentals and professional business skills by understanding the Parts of Speech and their functions and applications
	Means:  a quiz of 25-30 multiple-choice questions on each Part of  Speech; take home assignment covering each Part of Speech for six consecutive weeks; spelling test of 20 words

Criteria:  70% of students will score 70% or better.


	60% scored 70% or better on quizzes

87% scored 70% or better on take-home assignments

78% scored 70% or better on spelling tests
	Additional methods must be employed to increase and retain the understanding of the text.



	1
	4. Write complete sentences of various structures using independent and dependent clauses while avoiding fragments, comma faults, and run-ons.


	Means:  a quiz of 25 multiple-choice questions identifying complete  sentences and errors; take home assignment correcting 15  identified fragments, run-ons, and 

comma splices into complete sentences; spelling test of 20 words
Criteria:  70% of students will score 70% or better. 

	60% scored 70% or better on quiz

70% scored 70% or better on take-home assignment

93% scored 70% or better on spelling test


	Additional methods must be employed to increase and retain the understanding of the text.


	1
	5. Apply language skills to business writing.
	Means:  a midterm exam consisting of 80  multiple-choice questions (10 from each chapter covered)

Criteria:  70% of students will score 70% or better.
	68% scored 70% or better on Midterm Examination


	A minor alteration of additional improvement must be employed to increase retention of text materials



	1
	6. Apply end of sentence punctuation correctly as well as commas.
	Means:  a quiz of 25 multiple-choice  problems analyzing comma usage within sentences according to rules studied ;                  take home assignment putting commas and end marks in 20 sentences; spelling test of 20 words

Criteria:  70% of students will score 70% or better.
	quiz grade hovers in the 60% range
take-home assignments are generally adequate or 70% or better
spelling tests continue to show major improvement


	More independent study through the use of on-line practice is indicated.

	1
	7. Apply semicolons, colons, dashes, and parentheses to separate parts of sentences as well as quotation marks, italics, and underlining.
	Means:  a quiz of 30 multiple-choice  problems analyzing the use of  semicolons, colons, dashes,  parentheses, quotation marks, italics, and  underlining;  take home assignment illustrating 10 punctuation rules in originally written sentences; spelling test of 20 words

Criteria:  70% of students will score 70% or better.
	results are about the same  as those indicated above


	Students need to utilize the thousands of additional exercises available for independent study to improve retention of material and    skills.



	1
	8. Illustrate the correct use of apostrophes.
	Means:  a quiz of 30 multiple-choice problems on possessives, contractions,  plurals, and special apostrophe usage; take home assignment composing 15 sentences using apostrophes;                    spelling test of 20 words

Criteria:  70% of students will score 70%or better.
	70% of students scored 70%  or better on this quiz,

special assignments were in  the low 70% range 
70% of students scored 80% or better

	Instructional methods are effective.  No changes are indicated.



	1
	9. Illustrate correct writing style by constructing sentences to achieve parallel parts, avoid misplaced modifiers, and apply the use of active and passive voice to achieve appropriate emphasis.
	Means:  a quiz of 25 multiple-choice problems on identification of  properly constructed sentences  and various sentence faults                   
Write an expository paragraph of 150 words varying sentence structure and making sure sentences are clear, concise, logical, and           grammatically correct.
spelling test of 20 words

Criteria:  70% of students will score 70% or better.


	 60% of students were 70% or better on the quiz

78% of students were 70% or  better on the paragraph that was assigned 
spelling tests were high


	Additional independent study is indicated for practice.



	1
	10. Compose and format business e-mails, interoffice memos, faxes, and letters.
	Means:  a quiz of 25 multiple-choice  problems on the structure of business letters and other workplace communications; take home writing assignment

consisting of 15 sentences to improve writing style and readability by the elimination of redundant words; spelling test of 20 words
Criteria:  70% of students will score 70% or better.
	70% of students were above 70% in all areas


	Instructional methods are effective. No change is indicated.



	1
	11. Identify steps necessary to plan and write an oral presentation with visuals.
	Means:  a quiz of 25 multiple-choice questions on writing for multimedia; preparation of a two to five minute oral presentation on an overview of a career field or how to prepare for a job interview, using the example of “How to Prepare a Storyboard” with draft, edit, and revised text that will appear on slides (Handout evaluation forms will be used by students to critique presentations.)
Criteria:  70% of students will score 70% or better.
	Presentations were all 70% and above.


	Instructional methods are effective.  No change is indicated.



	1
	12. Illustrate Standard English skills to predict success in business or in further business communication study. 


	Means:  100 question multiple-choice Final Examination covering text

Grade Evaluation as follows:

Weekly Spelling Tests  20%

Weekly Quizzes  20%                  
Weekly Home Assignments 20%

Midterm Examination   20%

Final Examination 20%
Criteria:  70% of students will score 70% or better.
	The only student to fail the course was one student who no longer attended after the   withdrawal date.

95% of those students who completed the course averaged 70% or better.


	With so many grades and different resources to evaluate a student’s outcome, a student has a chance to overcome a weak performance in any one area with another. Therefore, the method of evaluation will not be changed. 




