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

	
	1. Recognize the functions of records, information management and the steps in the life cycle of records
	Means:  Case Project in which students will identify records and chart the  life cycle of records 
Criteria:  70% of students will demonstrate a score of 80% according to a department rubric
	
	

	
	2.  Identify jobs in both the private and public sectors that require records and information management expertise
	Means:  Prepare a written report summarizing the number and kinds of opportunities available, pay, and specific job titles in records and information management expertise

Criteria:  75% of students will demonstrate a score of 80% according to a department rubric.

	
	

	
	3. Define unit, indexing and alphabetizing of records
	Means:  Exercises in which students will sort records in indexing and alphabetizing order. 
Criteria:  75% of students will demonstrate a score of 80% according to a department rubric
	
	

	
	4.  Apply the filing rules to organize records in the proper order 
	Means:  Case Projects where students will follow the filing rules to sort records.

Criteria:  75% of students will demonstrate a score of 80% .
	
	

	
	5.  Plan and set-up alphabetic, subject, geographic and numeric filing systems.
	Means:  Simulation Filing Activities 

Criteria:  75% of students will demonstrate a score of 80% on the assessment
	
	

	
	6.  Select equipment and supplies essential for the storage and maintenance of  paper records.
	Means:  Visit an office supplies retailer or e-tailer.  Students will list the types of file cabinets and supplies available for sale and the cost of each.
Criteria:  75% of students will demonstrate a score of 80% on the assessment
	
	

	
	7.  Describe the procedures for retrieving, retaining and recycling records
	Means:  Case Project/Oral Presentation.  

Each student will select a type of business and describe the retrieval process.

Criteria:  75% of students will validate the process. 
	
	

	
	8. Demonstrate the benefits of entering electronic records versus paper records.
	Means:  Case Project and Short Essay
Criteria:  75% of students will demonstrate a score of 80% on the assessment
	
	

	
	9.  Plan and setup an electronic records systems

	Means:  Case Projects.  Students will utilize one of the programs such as Word or Access to setup an electronic record system.
Criteria:  75% of students will demonstrate a score of 80% on the assessment


	 
	

	
	10. Identify major consideration in selecting an automated records management systems

	Means:  Short Essay.  Students will identify three major considerations in selecting an automated records management system.
Criteria:  75% of students will demonstrate a score of 80% on the assessment


	
	


