ADDENDUM TO COURSE OUTLINE OF RECORD
LASC STUDENT LEARNING OUTCOMES MATRIX
Course Name & Number:___________CAOT 3—College Keyboarding III_____________________
  Faculty Participants:___________Prof. E. Glaze__________________________

Approved by:  
SLO Committee Chair____________________________________________________________________Date_______________



Department Chair________________________________________________________________________Date_______________



Curriculum Committee Chair_______________________________________________________________Date_______________

	The student will…

(learning outcome—identify at least 2 SLOs)
	As measured by the following method….

(assessment strategy)
	And, if applicable, scored by the following learning rubric.

(provide attachment)
	Results are examined to determine if the outcome is achieved.  Include planned or actual assessment date.
(include results & evaluation if already assessed)
	Recommendations to improve teaching and learning.

(include planned modifications if assessment results have already been analyzed)

	1.  Key 50-55 net words per minute by the end of the semester.
2.  Electronically create and fill-out business forms (letters, reports, and tables).
3.  Properly use advanced software features (mail merge, macros, and columns).
	1.  Formative Evaluation:  Students will key three 5-minute timed writings during each class section and the average score is tabulated. 

Summative Evaluation:  As part of the final exam, students key four 5-minute time writings.
DESIRABLE OUTCOME:

At least 80% of students should be able to key 50-55 net words per minute with less than 5 errors.

2.  Formative Evaluation:  Students will create and fill-out business forms (letters, reports, and tables).  Points using a rubric for each business form will be used to evaluate the outcome:

4 pts—no errors

3 pts—1 error

2 pts—up to 3 errors

DESIRABLE OUTCOME:

At least 75% of students achieve 3 pts or more for each business form.

3.  Formative Evaluation:  Students will employ advanced software features (mail merge, macros, and columns).  Points using a rubric for each software project will be used to evaluate the outcome:

4 pts—no errors

3 pts—1 error

2 pts—up to 3 errors

DESIRABLE OUTCOME:

At least 75% of students achieve 3 pts or more for each software feature.


	
	1. This outcome was assessed Spring 2011.  A total of 2 students were assessed.  One student was able to key 50 net words per minute with less than 5 errors.  The other student was only able to key ____per minute.  The benchmark was not met; only 50% met the outcome.
	1.  Hold a departmental meeting to ensure that students entering CAOT 3 have met the prerequisite of CAOT 2 with a minimum of 40 words/min.  Also, …….
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