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	1. Operate a transcribing unit efficiently with intermittent listening and continuous keying and use, understand, and correctly spell the legal terms as they are transcribed
	Means: Students will be assessed 50 questions on legal terms. 

Criteria: 85% of students will show satisfactory performance by correctly answering 70% of the 50 questions administered.

	Two sections were offered for the Fall 2010 semester with a total of 5 students. 100% of students achieved satisfactory performance based the course assessment requirements.
	The results reflect that the intended outcomes are being met based upon the intended outcome. No change required to course outline or class content at this time.
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	2. Punctuate and express numbers properly in legal documents.

Effectively use a legal dictionary and secretarial references manual.

Format legal documents in an acceptable format.


	Means: Students will transcribe and format at least 20 legal documents using the correct format and correct terminology.

Criteria: 80% of students will transcribe at least 80% of the documents with fewer than 5 errors.
	Two sections were offered for the Fall 2010 semester with a total of 5 students. 100% of students achieved satisfactory performance based the course assessment requirements.
	The results reflect that the intended outcomes are being met based upon the intended outcome. No change required to course outline or class content at this time.
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	3. Use proper procedures for producing, preparing, assembling, and distributing legal documents for each area of law studied, and produce mail ready copy from the transcriber in as short a time as possible.


	Means: Students will define legal terms from memory and transcribe various legal documents.

Criteria:  80% of students will define 80% of the terms correctly and transcribe 80% of the documents with 90% accuracy.


	Two sections were offered for the Fall 2010 semester with a total of 5 students. 100% of students achieved satisfactory performance based the course assessment requirements.
	The results reflect that the intended outcomes are being met based upon the intended outcome. No change required to course outline or class content at this time.
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	4. Proofread legal documents for content, spelling, punctuation, and form and revise documents from previously transcribed material according to instructions.
	Means: Students will transcribe at least 20 legal documents.
Criteria: 75% of students will successfully transcribe at least 80% of the legal documents with 95% accuracy.


	Two sections were offered for the Fall 2010 semester with a total of 5 students. 100% of students achieved satisfactory performance based the course assessment requirements.
	The results reflect that the intended outcomes are being met based upon the intended outcome. No change required to course outline or class content at this time.
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