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AOIS 111

	COURSE DESCRIPTION WITH STUDENT OUTCOMES

LORAIN COUNTY COMMUNITY COLLEGE

	
	

	DIVISION:  Business
	COURSE TITLE:   Keyboarding Skills Development

	
	COURSE NUMBER:  AOIS  111

	

	
	
	Contact Hours/Week
	
	
	Weight
	
	ILU’s
	
	
	
	

	LECTURE/

RECITATION

	=
	2
	X
	LECTURE/

RECITATION
	(1.0)
	=
	2
	
	
	
	

	LAB


	=
	2
	X
	LAB
	(0.85)
	=
	1.70
	
	
	
	

	CLINICAL


	=
	
	X
	CLINICAL
	(1.0)
	=
	
	
	
	
	

	*
	=
	
	
	*
	
	=
	
	
	
	
	

	*
	=
	
	
	*
	
	=
	
	
	
	
	

	TOTAL CONTACT HOURS:
	=
	4
	
	TOTAL COURSE ILU’s

	=
	3.70

	
	CREDIT HOURS:
	=
	3

	
	
	

	*
Please refer to the “Quality Point Checklist for New and Revised Courses” and/or Pages 500.01 through 500.05 of the Ohio Board of Regents Operating Manual for Two-Year Campus Programs for Instructional Arrangements that are no  identified as Lecture/Recitation, Lab or Clinical.  (http://regents.ohio.gov/academic_programs/2yr/2yrmanual.pdf)

	
	
	

	IS THERE A SEPARATELY SCHEDULED LAB:
	No

	IS THERE A SEPARATELY SCHEDULED CLINICAL:
	No

	

	SPECIAL FACILITIES:  Computer Lab

	
	START YEAR/SEMESTER:   Fall 2009

	PREREQUISITE:  None
(Please indicate course/s that must be taken before this course.) 



	COREQUISITE:  None
(Please indicate course/s that must be taken with this course.)



	CONCURRENT:  None
(Please indicate course/s that must be taken before or with this course.)


CATALOG DESCRIPTION:
Student should possess a minimum keyboarding skill of 25 words per minute prior to enrolling in this course.  Keyboarding techniques will be reinforced so student can develop greater speed and accuracy using individualized diagnostic and prescriptive software.  Standard formats for correspondence (memos, e-mail messages, and letters), reports, and tables will be emphasized.  Laboratory required.  (A special fee will be assessed.) Offered Fall and Spring Semesters
REQUIRED TEXTBOOK(S)/MATERIAL(S): To be determined at a later date and Gregg Reference Manual, 9th ed., Sabin, Glencoe

TOPICAL OUTLINE:  (COMMON CORE TOPICS) 


SYMBOL 183 \f "Symbol" \s 10 \h
Improve Entrance Level Skills



Diagnose student's skill problems



Build speed and accuracy

SYMBOL 183 \f "Symbol" \s 10 \h
Understand Copy Placement Procedures



Know horizontal and vertical placement



Apply placement procedures

SYMBOL 183 \f "Symbol" \s 10 \h
Proofreader's marks and application to correcting errors

SYMBOL 183 \f "Symbol" \s 10 \h
Centering



Vertical centering procedure



Horizontal centering procedure

SYMBOL 183 \f "Symbol" \s 10 \h
Office Correspondence



Prepare business letters



Prepare unbound reports



Prepare manuscripts with and without footnotes



Prepare memos



Prepare tables

	COURSE OUTCOMES & ASSESSMENT:
	(Tools, Methods, and Expected Results)

	Outcomes
	Assessment Method(s) *Most courses will address all three domains. In the instance when only two domains are addressed, include a justification in the Division cover letter. 

	1. Cognitive/Knowledge:  Students will proofread and verify typed materials
	Analyze typed material and review for accuracy of no more than three errors per material and correct format.

	2. Affective/Disposition:  Gain confidence in critical thinking and problem solving skills by selecting and using the correct format for business documents.
	Use rubric to evaluate production projects with the student benchmark of 74% average. 

	3. Psychomotor/Skill:  Demonstrate the correct basic keyboarding skills using the touch method.
	Utilize a keyboard speed test for five minutes with no more than three errors.




GENERAL EDUCATION REQUIREMENT: OUTCOMES AND ASSESSMENT (Tools, Methods, and Expected Results)

Core course outcomes:

C1:  English:  Demonstrate logical organization, coherent thinking, and precision in writing.

C2:  Mathematics:  Utilize college mathematics to solve problems.

C3:  Natural Science:  Apply scientific concepts and methods of inquiry.

C4:  Social Science:  Apply concepts, principles and methods of inquiry in the social sciences.

C5:  Humanities:  Examine the nature of human expression and/or artistic creativity.

         Infused outcomes:

In1:  Critical Thinking:  Employ critical thinking skills in addressing issues and problems.

In2:  Communication:  Demonstrate competence in verbal and nonverbal communication.

In3:  Diversity:  Analyze the role of diversity in the development of the individual, the community, and the global society.

In4:  Ethics:  Apply personal, professional, social and civic values.

In5:  Health:  Identify behaviors that promote health of the individual.

	General Education Outcomes
	Corresponding Course Outcomes

	In2:  Communication:  Demonstrate competence in verbal and nonverbal communication
	2

	In5:  Health:  Identify behaviors that promote health of the individual.


	3

	In1:  Critical Thinking:  Employ critical thinking skills in addressing issues and problems.
	1,2


SUGGESTED INSTRUCTIONAL METHOD(S) AND TECHNIQUE(S):
Demonstration

Individualized approach to skill development (speed and accuracy) on both alphabetic and numeric keys using dedicated software for Skill Development
GRADING PROCEDURES: 
Drills




25%


In-class production


25%


Mid-term/Final


25%


Timed Writings


25%
TRANSFER MODULE REQUIREMENT CHANGES:
_x__
None

____
Add to English Composition area of Transfer Module

____
Add to Arts/Humanities area of Transfer Module

____
Add to Social and Behavioral Sciences area of Transfer Module

____
Add to Mathematics area of Transfer Module

____
Add to Natural and Physical Sciences area of Transfer Module

MISCELLANEOUS

____
Add to Transfer Assurance Guide (TAG)/Ohio Articulation Number (OAN)

____
Add “G” for International Course (at least 30% of content is outside U.S.)

__x__
Course/Cluster Program Review Underway

OTHER RESOURCES INCLUDING EQUIPMENT AND SOFTWARE:
Dedicated Keyboarding software, microcomputer lab  

____
Library/Learning Resource Review

____
IS&S/ITMS Resource Review (Complete form if special technology is needed.) 
____
Facilities Planning Resource Review (Complete form if special facilities are needed.)
Date:  

Combines OIS 151 and 170 in Semester Conversion

Revised for Semester Conversion:  October 1996

Revised July 2001

Revised February 2002

Revised August, 2002,

Revised:  March, 2004, August 2005

Revised:  April 2008
Boarded areas can be Fast-tracked through the Division/VPLS &CAO
Italicized areas can be Fast-tracked though the Divisions/Provost/VP ALS

