
WASHTENAW COMMUNITY COLLEGE 
PROGRAM AsSESSMENT PLANNING FORM 

Program to be assessed: 

Title: Administrative Assistant II 
Division: BCT Department: BOS Program Code: CV AAST 

Type of Award: OA.s D A.A.S. 0A.A. 
0 Cert. 0 Adv. Cert. 0 Post-Assoc. Cert. 0 Cert. of Completion 

As sessment plan: 
Learning outcomes to Assessment tool When assessment will Describe population to Number of students to 
be assessed take place be assessed be assessed 

Perform office BOS 250 pc-rf.{0/10 Fa112015 All students enrolled All students enrolled 
administrative skills, in BOS 250 in the in the CV AAST 
apply grammar and CV AAST program program 
punctuation rules. during the semester 

assessment is 
completed 

Create and format BOS 208 publication; Fall2015 All students enrolled All students enrolled 
expert-level BOS 182 Final in BOS 208 and/ or in the CV AAST 
documents and files Database BOS 182 in the program 
using various office CV AAST program 
applications. during the semester 

assessment is 
completed 

Scoring and analysis of assessment: 

1. Indicate how the above assessment(s) will be scored and evaluated (e.g. departmentally developed rubric, external 
evaluation, other). Attach the rubric/ scoring guide. 

Departmental Rubric 

2. Indicate the standard of success to be used for this assessment. 

75% of the students will receive 75% or higher. 

3. Indicate who will score and analyze the data (data must be blind-scored). 

Department Faculty 

Print/Signature 

Dean:_Kimberly Hums ___ -+---c-H-'~---t------------------·Date:_-'--+--1---#----
Print/Signature 

Please retum completed form to the Oflice of Curriculum & Assessment, SC 257. 

Office of Curriculum & Assessment Program Assessment Planning Form.doc 
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