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	5 (3)

	1. Operate the keyboard by touch keying letters, numbers, and symbols; demonstrate the ability to keyboard at least 25wpm/5’/5e

	75% of students will show satisfactory performance as measured by the keyboarding program assessment tool.
	Three sessions were offered in the Fall 2010 semester. 47 students were enrolled in the course. 52% of students achieved satisfactory performance based the keyboarding program assessment tool.
	The results reflect that the intended outcomes are not being met based upon the intended outcome. 

Cost of the textbook is prohibited; and the semester being reduced in length makes it difficult for students to complete all of the assignments. The setup of the classroom (environment) is not ergonomic thereby creating stress and bad techniques. Student attendance and not having the lab available as it was in the past (no open lab) contributed toward the failure to achieve intended outcome.
We plan to install the software in the Library and make available 2 reference copies of the textbook for students.
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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.
	Three sessions were offered in the Fall 2010 semester. 47 students were enrolled in the course. 52% of students achieved satisfactory performance based the keyboarding program assessment tool.
	The results reflect that the intended outcomes are not being met based upon the intended outcome. 

Cost of the textbook is prohibited; and the semester being reduced in length makes it difficult for students to complete all of the assignments. The setup of the classroom (environment) is not ergonomic thereby creating stress and bad techniques. Student attendance and not having the lab available as it was in the past (no open lab) contributed toward the failure to achieve intended outcome.
We plan to install the software in the Library and make available 2 reference copies of the textbook for students.
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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.
	Three sessions were offered in the Fall 2010 semester. 47 students were enrolled in the course. 52% of students achieved satisfactory performance based the keyboarding program assessment tool.
	The results reflect that the intended outcomes are not being met based upon the intended outcome. 

Cost of the textbook is prohibited; and the semester being reduced in length makes it difficult for students to complete all of the assignments. The setup of the classroom (environment) is not ergonomic thereby creating stress and bad techniques. Student attendance and not having the lab available as it was in the past (no open lab) contributed toward the failure to achieve intended outcome.
We plan to install the software in the Library and make available 2 reference copies of the textbook for students.
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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.

	Three sessions were offered in the Fall 2010 semester. 47 students were enrolled in the course. 52% of students achieved satisfactory performance based the keyboarding program assessment tool.
	The results reflect that the intended outcomes are not being met based upon the intended outcome. 

Cost of the textbook is prohibited; and the semester being reduced in length makes it difficult for students to complete all of the assignments. The setup of the classroom (environment) is not ergonomic thereby creating stress and bad techniques. Student attendance and not having the lab available as it was in the past (no open lab) contributed toward the failure to achieve intended outcome.
We plan to install the software in the Library and make available 2 reference copies of the textbook for students.
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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.

	Three sessions were offered in the Fall 2010 semester. 47 students were enrolled in the course. 52% of students achieved satisfactory performance based the keyboarding program assessment tool.
	The results reflect that the intended outcomes are not being met based upon the intended outcome. 

Cost of the textbook is prohibited; and the semester being reduced in length makes it difficult for students to complete all of the assignments. The setup of the classroom (environment) is not ergonomic thereby creating stress and bad techniques. Student attendance and not having the lab available as it was in the past (no open lab) contributed toward the failure to achieve intended outcome.
We plan to install the software in the Library and make available 2 reference copies of the textbook for students.













	4
	CAOT 001: KEYBOARDING I



