ACED 2050 Communication for the Workplace

Rubric for Effective Prior Learning Assessment Submissions
COURSE DESCRIPTION

Prerequisite:  ENGL 1102.  Principles of effective oral and written communications.  A thorough review of grammar, sentence and paragraph construction, punctuation, and writing techniques. Emphasis on the job acquisition process.

Candidates must score at the minimum level of “able” in each element of the rubric. 
	ITEM
	Masterful
	Able
	Developing

	SOURCES OF LEARNING (EXPERIENCES)

	Documentation and description of experiences as a basis for PLA.
	Sources of Learning section succinctly narrates and describes the significance of the candidate’s relevant learning experiences and establishes the candidate as qualified to write on the subject. Completed in PLA 2000
	
	

	EVIDENCE OF LEARNING (COMPETENCIES)

	Evidence (overall)
	Candidate provides evidence of learning from experience. 
	
	

	Evidence aligned with specific learning outcomes
	Candidate provides adequate and appropriate evidence of each learning outcome listed in the course syllabus. 

· Learning Outcome #1 Define communications and describe the main purposes of communications in one’s life.
· Learning Outcome #2 Describe the importance of accurate interpretation of various nonverbal messages.  
· Learning Outcome #3 Discuss some benefits of good listening and identify causes of poor listening.
· Learning Outcome #4 Define multiculturalism and identify demographic trends which impact  the communication process.  
· Learning Outcome #5 Describe how e-mail, voice mail, facsimile machines, cellular phones, telecommuting, teleconferences, and videoconferences facilitate sharing data effectively.  
· Learning Outcome #6 Discuss the need for making ethical decisions and identify some examples of ethical and  unethical behavior  in the workplace.
· Learning Outcome #7 Demonstrate proficiency in grammar and punctuation. 

(a ) Identify and apply correct grammar usage

(b) Identify marks of punctuation and correctly apply them to written communication examples.

· Learning Outcome #8 Demonstrate ability to organize and compose a written message.
· Is  “you” centered. 

· Uses bias-free language.

(c)   Projects a positive, tactful tone.

(d)   Sequences ideas to achieve desired goals.

(e)   Uses a sequence of steps to revise and proofread.  

· Learning Outcome #9 Develop skill in applying the recommended planning and writing techniques to the solution of a variety of writing problems.
· Learning Outcome #10 Demonstrate the ability to outline an effective presentation and use visual aids appropriately; then demonstrate effective speaking by making  and  recording a short presentation.
· Learning Outcome #11 Develop skill in the job acquisition process by locating information about employers’ needs for workers, preparing an effective resume and cover letter, and preparing for the job interview.
· Learning Outcome #12 Create and key effective letters related to employment (follow-up, thank-you, job-acceptance, job-refusal, and resignation letters) and complete application forms accurately.
	
	

	Evidence aligned with personal experience
	From the candidate’s discussion of personal examples, it is clear that the learning arose from the candidate’s experience and/or experience represents the candidate’s understanding of the topic. 
	N/A
	

	Evidence aligned with academic theory
	Appropriate amount and use of academic theory is integrated within the submission, so that the candidate’s learning is grounded in the academic frameworks of the topic. 
	N/A
	

	QUALITY OF PRESENTATION OF SUBMISSION

	Breadth / Depth of Submission
	There is an appropriate depth and breadth of discussion related to requested credits (upper vs. lower division, and amount).
	N/A
	

	Introduction / Conclusion
	· Introduction effectively introduces the topic in general and the contents of the essay specifically.

· Conclusion effectively summarizes main points and states significance of the essay topic.
	
	

	Citation of Source Material
	In-text and end-of-text citations of all sourced materials are correct and complete.
	
	

	Documentation
	Documentation is effective evidence of experience; documentation is effectively referred to within submission, and its significance and relevance is clear.
	
	

	Sentence Structure, Mechanics, and Overall Presentation
	· PLA submission is well-organized, uses adequate subheadings clearly aligned with competencies, and progresses in logical, convincing order.

· Each sentence structured effectively; rich, well-chosen variety of sentence styles and length.

· Virtually free of punctuation, spelling, capitalization errors; appropriate format and presentation for assignment.

· Exceptional vocabulary range, accuracy, and correct and effective word usage.

· PLA submission is professionally presented, complete, and clear.
	
	


In addition to PLA submission, the candidate will be required to take a performance exam. The final conclusion will be drawn based on the results of both of these activities (Please refer to the following weight-distribution chart for details).

	Assessment Method
	Description
	Weight

	Documentation
	See the rubric above
	60%

	Performance Exam
	· Problems will be selected to test candidate’s ability to apply written communications skills: 
· Demonstrate proficiency in grammar and punctuation. 

(a ) Identify and apply correct grammar usage

(b) Identify marks of punctuation and correctly apply them to written communications examples.
· Accurately create and key letters related to employment (follow-up, thank-you,  job-acceptance,  job-refusal, and resignation ) and complete application forms accurately.
	40%



