Mendocino College
ASSOCIATE DEGREE CREDIT COURSE OUTLINE

INSTRUCTION SHEET
BACKGROUND INFORMATION:

The Course Outline is a document with defined legal standing which a broad audience both within and outside this college reads.  These instructions have been developed to assist faculty in presenting the course in a format that will accurately reflect the quality of instruction they are providing.  Moreover, this format is intended to clearly demonstrate that the course will stand up to the scrutiny of the state and 4-year institutions in meeting accreditation standards, intersegmental standards and articulation needs.
COURSE NUMBERING for Mendocino College:

1-14 Precollegiate Non-Degree Credit

15-49 Non-Degree Credit

50-99 Degree Credit Non-Transfer

100-199 Degree Credit Transfer – CSU

200-299 Degree Credit Transfer – CSU/UC

500-599 Non-Credit

COURSE TITLE:

Maximum of 60 characters including spaces.

UNITS:

Carnegie Unit:  The number of units assigned to the course and the number of lecture and/or laboratory hours or performance criteria specified in the course outline.  The course also requires a minimum of three hours of work per week, including class time for each unit of credit. 
[Title 5; Section 55002(a) and (b)]
PREREQUISITES, COREQUISITES, RECOMMENDED PREPARATION

· Prerequisite to a course that signifies the skills, or body of knowledge described in the prerequisite are essential to the success of the student in that course and that it is highly unlikely that a student who has not met the prerequisite will receive a satisfactory grade in the course for which the prerequisite has been established.
· Corequisite is to assure “that a student acquires the necessary skills, concepts, and/or information, such that a student who has not enrolled in the corequisite is highly unlikely to receive a satisfactory grade in the course for which the corequisite is being established.
· Advisory for Recommended Preparation is intended to identify skills, which will broaden or deepen a student’s learning experience but without which the student will still succeed in the course.
Note:  When a course prerequisite, corequisite or advisory on recommended preparation is designated, refer to Content Review Form A.

CATALOG DESCRIPTION:

Enter a brief direct statement of course purpose and content, preferably no more than 50 words and from one to four sentences.  It should be written in language that is intelligible to the student and should describe the course in terms of its primary objectives, without repeating the course title, or stating in the introductory sentence that “this course is designed to” or “designed to.”
CLASS SCHEDULE INFORMATION:

Can be the same test as the catalog description.  Any description should be a concise description of exactly what the course is about.  Often this the only thing student reads when making a decision about taking the course.

COURSE CONTENT

TOPICS AND SCOPE:

· The Topics and scope must relate to and support the OBJECTIVES of the course and be in much more detail than the objectives.
· It must support the Methods of Evaluation and Assignments.
· It must include in outline form every major topic that will be covered in the course.  If another instructor were going to be a last minute substitute, this should be a complete guide so that the new instructor could easily teach the course.
· Arrange the list by topic with sub-headings. 

[Title 5, Section 55002(a), Criterion 3]

OUTCOME AND OBJECTIVES:

The purpose of this section is to convey the learning outcomes expected of students.  Degree applicable credit courses are required to demonstrate critical thinking.  The incorporation of critical thinking must be evident throughout the course outline but particularly in the Objectives.  It must be clear that students are expected to think critically, are instructed in how to do so, and are held accountable for their performance.  

· When writing objectives, consider what are the assessable student outcomes.  How is this going to be measured when giving a grade?  What are they going to learn in the class?
· Be concise but complete; ten is ample; one is definitely not enough.

· The objectives should relate to the content of the course, the course outline, and the Topics/Scope.

· Begin the section with “Students will be able to…”

· Begin each objective with an action verb in a bulleted or numbered format.  Refer to the chart of Bloom’s Taxonomy of Educational Objectives entitled “Verbs Requiring Cognitive Outcomes.”
· Use verbs showing analysis: rather than “understand,” “identify,” or “describe,” say “explain” or “compare and contrast.”

· Adequately cover theory, principles, and concepts; use skills and applications to reinforce and develop concepts.

· Be broad and introductory in scope, not too advanced, narrow, or specific.

· Use as many Critical Thinking verbs as possible (see last three columns, “analysis, synthesis, and evaluation;” these are especially necessary for transferable course (courses numbered 100-299), but should be included in all credit courses at Mendocino College.

[Title 5, Section 55002(a), Criteria 2G and 3]

READING ASSIGNMENTS:
· Title 5 Regulations do not mandate a comprehensive list of assignments.  Rather, the outlines must “specify types or provide examples.”  Faculty has the academic freedom to structure the course following their expertise in the subject matter.  Two or three sample assignments are to be listed.

Examples:

· Readings are assigned in the class text in preparation for each class discussion.

· Exercises are associated with each set of assigned readings, etc.

· The reading specified would reflect the department’s expectation for student in this course and would be a guide for faculty in developing their own syllabi.

· Methods for insuring accountability in required readings should be considered.

[Title 5, Section 55002(a), Criteria 2C, 2F, & 3]

WRITING ASSIGNMENTS:
· Title 5 Regulations do not mandate a comprehensive list of assignments.  Rather, this section should specifically describe two or three writing assignments students will be asked to complete in order to meet course objectives.  Examples:

· Writing assignments such as essays, written homework, term/research papers.

· The kinds of assignments specified should reflect the department’s expectation for students in this course and would be a guide for faculty in developing their own syllabi.

[Title 5, Section 55002(a), Criteria 2A, 2F, 2G and 3]

OUTSIDE ASSIGNMENTS:

· Must be sufficient to show independent work.
· List the kinds of assignments students are expected to work on outside of class.

· Suggested assignments are as follows:  Study, Skill Practice, Required Reading, Problem Solving Activity or Exercise, Written Work (essays/compositions/report/analysis/research), Journal (reaction and evaluation of class, done on a continuing basis throughout the course), Observation of or participation in an activity related to course content (e.g., play, museum, concert, debate, meeting, etc).

· Two (2) hours of appropriate outside assignments are required for every one (1) hour of lecture.

[Title 5, Section 55002(a), Criteria 2B, 2C and 3]

METHODS OF INSTRUCTION:

· Methods of instruction may include, but are not limited to:
1. Lecture and visual aids.

2. Discussion and problem solving performed in class.

3. Quiz and examination review performed in class.

4. Optional materials available at the Learning Center.

5. Homework and extended projects.

6. Field observation and field trip.

7. Collaborative projects.

8. Technically mediated instruction.

[Title 5, Section 55002(a), Criterion 3]

METHODS OF EVALUATION:

· This section should define the ways students will demonstrate that they have met the course objectives.  For degree applicable courses, a student’s grade must be based on demonstrated proficiency in the subject matter and the ability to demonstrate that proficiency, at east in part, by means of essays.  In courses where the Curriculum Committee deems them to be appropriate by problem-solving exercises or skills demonstrated by students.  The instructor using multiple measures of performance related to the course objectives shall determine a student’s grade.  Methods of Evaluation may include but are not limited to the following:
· Substantial Writing Assignments
· Computational or non-computational problem-solving demonstrations
· Skill demonstrations
· Examinations or
· Other Methods of Evaluation
[Title 5, Section 55002(a), Criteria 2A and 3]


See Examples of alignment of objectives, instruction, assignments, and evaluation.

BASIS FOR GRADING:

Provides for measurement of student performance in terms of the stated course objectives and culminates in a formal, permanently recorded grade based upon uniform standards.  The grade is based on demonstrated proficiency in subject matter and the ability to demonstrate that proficiency, at least in part, by means of essays, or, in courses where the curriculum committee deems them to be appropriate, by problem solving, exercises or skills demonstrations by students.

[Title 5, Section 55758, Criterion 2A]

· Statement for course outline:  “The course syllabus shall reflect in quantifiable terms the basis for the instructor’s assignment of grades.”

REPRESENTATIVE TEXTS:
· The most current textbook should be identified.  Complete information on the text is desired such as the title, author, publisher, and publication date.  Currency (within approximately three years) is essential for any course involving current practices of technology.  Avoid using “latest edition.”  If it is a special document that is updated annually, please indicate; e.g., legal codes.

· If no text is available, indicate “Instructor Prepared Materials” or other appropriate statement.

REPEATABLE FOR CREDIT: Yes ___ No ___ (maximum of 3 repeats).
· If yes, number of repeats ___  for a total enrollment of ___ times.

· This area does not refer to repeating courses because of substandard grades or a lapse of time since the student previously took the course.

· Title 5, Section 58161 requires that the college must determine and certify that each identified course is one in which the course content differs each time it is offered and that the student who repeats it is gaining an expanded educational experience for one of the two of the following reasons:

(a) Skills or proficiencies are enhanced by supervised repetition and practice within class periods, or

(b) Active participatory experiences in individual study or group assignments is basic means by which learning objectives are obtained.

· Indicate on the outline how the course content differs each time it is offered and how the student who repeats it is gaining an expanded educational experience.
[Resource: Statewide Academic Senate: Stylistic Considerations in Writing Course Outlines of Record, adopted Spring 1998].
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