LA HARBOR COLLEGE

Student Learning Outcomes (SLOs) Assessment Report

Course Assessment
Division:  BUSINESS
Discipline/Program:   Computer Applicatons and Office Technologies 

Course Number and Name:  BUS 060:  KEYBOARDING FUNDAMENTALS
Program Contact Person: ELSIE LINARES
Phone:       (310) 233-4188
Reviewed by: Academic Dean
Academic Dean
Date:    June 26, 2009 

Attach additional pages as necessary.

	Institutional Mission & Goals
	Course Intended Outcomes
	Means of Assessment and Criteria for Success
	Summary of Data Collected
	Use of Results

	3
	1. 1. Operate the keyboard by touch keying letters, numbers, and symbols; demonstrate the ability to keyboard at least 16wpm/5’/5e

	75% of students will show satisfactory performance as measured by the keyboarding program assessment tool.
	Three sessions are offered on Spring 2009. 85% of students achieved satisfactory performance based the keyboarding program assessment tool.
	No change needed.
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	2. Show the ability to use word processing functions, create, format, edit and produce documents.


	75% of students will show satisfactory performance as measured by the keyboarding program assessment tool.
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	3. Proofread keyboarding work and to further develop skills in capitalization, punctuation, and spelling.


	75% of students will show satisfactory performance as measured by the keyboarding program assessment tool.
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	4. Recognize, evaluate, and correct errors in content and format of documents.

	75% of students will show satisfactory performance as measured by the keyboarding program assessment tool.
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	5. Demonstrate the ability to keyboard commonly used business correspondence in mail ready format; Create, edit, save, print, and close various types of business documents (letters, memos, tables, envelopes


	75% of students will show satisfactory performance as measured by the keyboarding program assessment tool.

	
	











