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	1. Operate machine transcription equipment, identify optional features on machines dictation and transcription equipment, operate machine transcription equipment properly by keying continuous while listening in though units, listen and to translate what is heard into correct written form 
	Means: Students will transcribe
Criteria: 85% of students will show satisfactory performance by correctly answering 70% of the 50 questions administered.
	Two sessions are offered for the Fall 2010. 100% of students achieved satisfactory performance based the course assessment requirements.
	The results reflect that the intended outcomes were met based upon the intended outcome. A new text was adopted, updated technology was used, and a new assessment criterion was implemented. 
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	2. Use correct spelling, punctuation, grammar, and reference materials, keyboard drafts from copy and handwritten materials.


	Means: Students will transcribe at least 25 business documents.

Criteria: 80% of students will transcribe at least 80% of the documents with fewer than 5 errors.
	Two sessions are offered for the Fall 2010. 100% of students achieved satisfactory performance based the course assessment requirements.
	The results reflect that the intended outcomes were met based upon the intended outcome. A new text was adopted, updated technology was used, and a new assessment criterion was implemented. 

	1
	3. Demonstrate knowledge of proofreaders’ marks, determine appropriate format, produce first-time mail ready copy of letters, memorandums, and report in proper format.


	Means: Students will define 25 medical terms from member.

Criteria:  80% of students will define 80% of the terms and abbreviations correctly..
	Two sessions are offered for the Fall 2010. 100% of students achieved satisfactory performance based the course assessment requirements.
	The results reflect that the intended outcomes were met based upon the intended outcome. A new text was adopted, updated technology was used, and a new assessment criterion was implemented. 

	3
	4. Demonstrate ear and finger coordination in transcribing material from the transcription equipment, identify and use properly reference materials that are available to dictators and transcribers.

	Means: Students will transcribe at least 30 business documents.

Criteria: 75% of students will successfully transcribe at least 80% of the business documents with 90% accuracy.
	Two sessions are offered for the Fall 2010. 100% of students achieved satisfactory performance based the course assessment requirements.
	The results reflect that the intended outcomes were met based upon the intended outcome. A new text was adopted, updated technology was used, and a new assessment criterion was implemented. 
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