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	Program Learning Outcome
	Excellent (E)
	Acceptable (A)
	Unacceptable (U)
	Not Enough Information
	Rating

	Use office hardware, software and common office machines.
	Students demonstrate high level of skill in using office software, including word processing, including the use of graphics, spreadsheets, presentation software, Outlook.  Documents are formatted properly and pleasing in appearance.  There are no mistakes in spelling or grammar.  Students efficiently use calculators, shredders etc. 
	Student uses office software competently.  Word processing documents and presentations are pleasing and clear in appearance, but may lack some integrated use of graphics.  There are two or fewer errors in spelling or grammar.  Student has used shredder, calculator and other related office machines.
	Student does not demonstrate an ability to use office software competently.  Documents and presentation have distracting errors.  Use of other office machines is not demonstrated.
	Information not available to rate.
	

	The student communicates using accepted terminology
	Terms are consistently correctly used.  Word choice and tone in documents is professional and clear.  Spelling and grammar errors are minimal and not distracting.  In verbal communication the student uses standard pronunciation, and appropriate volume and tone.
	Terms are used correctly most of the time.  Word choice and tone is generally professional and spelling and grammar errors are few.  Student is clear and uses appropriate tone, pronunciation and volume most of the time in oral communication.
	Student work has many or distracting errors.  Word choice, tone, volume may all seem unprofessional or distracting in oral or written communication.
	Information not available to rate.
	

	The student will apply basic accounting principles.
	Accounting ledger is clear, complete and correct.  Work is self-monitored (corrected) by the student.  
	Accounting ledger may contain few mistakes that the student corrects with teacher assistance.
	Accounting ledger contains many mistakes and work is careless and unclear.  
	Information not available to rate.
	

	The student behaves professionally  and applies  designated work ethics
	The student attends regularly, and punctually.  Student work is professional in appearance and turned in on time.  Student attitude is open to assistance from peers and instructors.  Student is works to improve skills.
	The student attends regularly. Student work is generally professional in appearance, although there may be minor mistakes that are not distracting in formatting or minor grammatical errors.  Students meet most deadlines.  Student is willing accept help and works to improve skills.
	Student attendance is not regular or punctual.  Student work shows many or distracting mistakes in spelling, grammar or formatting.  Student does not meet deadlines.  Student attitude is defensive or confrontational.
	Information not available to rate.
	


