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	Assessment Methods

	1.  Identify Association of Records Managers and Administrators (ARMA) filing rules. 
	Analysis of student assignments/projects/tests in which they demonstrate proficiency in identifying Association of Records Managers and Administrators (ARMA) filing rules.

	2.  Apply basic filing rules and procedures to paper records.
	Analysis of student assignments/projects/ tests in which they demonstrate proficiency in the application of basic filing rules and procedures to paper records.

	3.  Apply alphabetic indexing rules to computer applications software (electronic records).
	Analysis of student assignments/projects/tests in which they demonstrate proficiency in the application of alphabetic indexing rules to computer applications software (electronic records).

	4.  Demonstrate subject, numeric, and geographic filing methods.
	Analysis of student assignments/projects/tests in which they demonstrate proficiency in subject, numeric, and geographic filing methods.


There should be 3-8 outcomes for each course.

For more information on student learning outcomes, refer to www.laney.peralta.edu/SLOs
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