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Course Maintenance

Type topic text here.
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Curriculum

General Tab

Basic Information Tab

The Basic Information tab

YWerzioh 2 DA GBI Chairzide Skillz Workshop
Propozed course change effective Spring 2007: Tranzferable CSU anly
Last updated an 5642008 at 0:00 by Conversion

General IStudent F'repl Faculty Heql Descriptinnsl I:u:untentl Approyal I Formsz I Hepnrtsl

Baszic Infarmation | Hours and Llnitsl Hepeatabilit_l,ll 5 cheduling I EDdESI

Course DizciplinesMbr

Shaort Description

[Da g5

Long Dezcription

IEH.-‘-‘-.IHSIDE SKLS WESP

IEhairside Skills \Wark zhop

Title 5 Categaory [Grading
I.i'-.fl'-. Degree Applicable Credit Course Taken far CRANC Only j
—Alzo Listed Az
INn:nt crozs-listed j
Courze | Approyal | D'ezcriptian |

Farmerly

Courze | D'ezcription

Data Field

Description

Course Discipline/Nbr

A read-only box that shows the CourselD, a
computer-assigned number associated with all
versions of a course.

Short Description

An abbreviated course description found in
many class listings where space is limited. A
maximum of 24 text characters can be typed in
this box.




Long Description

Academic Affairs

The full-length course description found in the
college catalog or class schedule. A maximum
of 60 characters can be typed in this box.

Title 5 Category

Read only box informs if course meets
requirements for certain degrees as outlined in
title 5 of the California Code of Regulations
relating to curriculum in the community colleges

Grading

Choose from drop-down box if course is for a
letter grade, credit/non-credit, both, or just for
credit.

Also Listed As

Different names for the same course. From the
drop-down list, if the course is cross-listed,
select the "Also Listed As" group with which it is
cross-listed. When a group is selected, the
other courses in the group appear in the
listview below the selection box.

Formerly

If the course has changed names, the former
names appear in the "Formerly" listview.
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Hours and Units Tab

General |Student F'repl Faculky Heql Descriptinnsl En:nntentl Farms I Approyval I Hepn:nrtsl

...........................................

B asic Information | Hours and Units | Hepeatahilit_l,ll Scheduling I En:-desl

Initz YWieeks

P ax |5.IIIIZI

Maz | Fullterm |1?.5
Mir |5_|:||:| Min ¥ Fullterm |1?.5 C Lab

tethods of [nstruction
¥ Lecture

Carnegie Unitz IE.EIEI

Hours per 'Week,
Scheduled TBA

LecHrs |5.00 |00
Lab Hrs |_|:||:| |_|:||:|

Contact Tatal |5 00

Mon-Contact TBA |_|:||:|

Yalues for M aximum Unitz and 'Weeks

Other
Yalles E

Haours Tatal

Scheduled TBA,
LecHrs [5750 |00
Lab Hrs |_|:||:| |_|:||:|

Contact Tatal IB?_ED
Maon-Contact TBA I_I]I]

Data Field

Description

Units

A unit is a measure of the amount of study
required to complete a course. Type in the
maximum (Max) and Minimum (Min) units for
which the course may be offered. Values are
.25, .50, or multiples of whole and half
numbers less than 100.

Weeks

Check the "Full-term" checkboxes if the weeks
duration for the course is semester-length.

Methods of Instruction

Check the boxes to indicate if the course has
lecture and/or lab instruction.

Carnegie Units

This box shows the Carnegie units- the
number of hours per unit in which a course is
taught. The basic formula in hours per week is
1 unit = 1 lecture hour, or 2 hours lab with
homework, or 3 hours lab without homework.

Other Values (Hours & Units Calculator)

Click this "Other Values" calculator button to
play "what if* with different combinations of
units and weeks. The required hours per week
are calculated for you.

Hours per Week

Enter the Scheduled Lecture and Lab hours for




Academic Affairs

the course. If there are additional lecture
and/or lab hours that are not scheduled at
particular days and times, enter the hours
under the "To Be Arranged" (TBA) category.
The TBA lecture hours box is also used for
Distance Education courses. Key in 1-2 digits
and optional .0, .25, .5, .67, .75.

Hours Total

Read only boxes that display the values
chosen under the Hours per Week category to
the left.

Contact Total

A read-only box showing the number of hours
per week of lecture and/or lab hours that the
student is required to attend.

Non-Contact TBA

Enter other (non-contact) days and hours to be
arranged per week required of the student.
Key in 1-2 digits and optional .0, .25, .5, .67,
75.
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Repeatability Tab

Type topic text here.

‘Verzion3 EMGL1A Reading Composition

Lpproved course change effective Fall 2008; Transferable IUC and CSU

Last updated on 741742006 at 9:49 by Greaq Tilles

General |Student F'repl Faculy Feq Descriptionsl Contentl Forms I Approval | Hepoltsl

Bazic Infarmation | Hours and Units

|Scheduling | Codesl

Repeat Code

IDD - One Repeat if Grade was D, F, or NC

Repeat Groups

Description | Active Status | Repeat Code | ;l
O ADMINISTRATION OF JUSTICE B1 Achive u] =
O &obuswineE0 Active i}
[ Agbusine1 Aclive oa |Check to add course ko a group; uncheck bo remove course From group.
O sabuswineg2 Active oo
[ AaDetas1 Active on
O AgHortM miweldsE Active on
O &amecDETE4 Lrtive i}
O Agmechetas Active li] hd|
Courses in Repeat Group ™ Show all courses
Course | Approval | Description | E ffective | |nactive |
Data Field Description
Repeat Code The repeat code indicates the limit on the

number of times a student may enroll in a
course. Select a code that applies from the
drop-down list.

Repeat Groups

You may also assign the course to one or
more repeat groups, each with its own repeat
code. Add the course to the repeat group by
checking the Repeat Group. Uncheck to
remove the course from the group. Click the
group to see what courses are in the group.

Courses in Repeat Group

After clicking on a group, the courses appear
in the "Courses in Repeat Group" listview. By
default, only the course versions that are
offered in the same time frame as your course
version appear in listview.

Show all courses

Check the "Show all courses" checkbox to see
all the course versions in the Repeat Group.




Scheduling Tab
Scheduling - Options Tab
Type topic text here.

Yerzion 3 AMAT 1 General Human Anatomy

Academic Affairs

Approved courze change effective Spring 2006; Tranzferable UC and C51

Last updated on 442742008 at 0:00 by Corvversion

General IStudent F'repl Faculy Heql Descriptinnsl I:u:untentl Faormsz I Approval I Hepu:urtsl

B asic Information I Hours and Units I Fiepeatability  Scheduling I Codes I
Optionz I kethods of Deliver_l,ll Account Elassl
Clazz Size
b airnLarm kirimum
N 1
[T aAudit llowed
—Open EntipdExit ———— 1 Credit by Exam
% hever ¥ Credit by exanm allowed
 Alwaps [rate Approved Change Date
44282005 $04/25/2005
i~ Optional I I_
Data Field Description
Class Size A section cannot be scheduled with a limit

greater than the class maximum nor with a
minimum enrollment less than the class size
minimum.

Audit allowed

Courses eligible for auditing will be determined
by the individual departments at SRJC with
concurrence from the Office of Academic
Affairs. Check box is auditing the class is
allowed. Leave unchecked if auditing the class
is not allowed.

Open Entry/Exit

The Open Entry/Exit self-paced courses
enable students to begin the course
throughout the semester and to exit the course
when completed. Select a course Open
Entry/Exit status by choosing from the Never,
Always, and Optional radio buttons.

Credit by Exam

Check box if the course can be taken for units
by examination The date approved for credit
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by exam may be changed in the change date
drop-down box.




Scheduling - Methods of Delivery Tab

Type topic text here.

Academic Affairs

Basiclnfurmatiunl Hours and Unitz | Repeatabilty  Scheduling |Eu:u:|es|

Optionz : Methods of Delivery |

Account Class I

Al Methods of Deliveny

Course Methods of Delivery

Code | D ezcription

Code | Dreszcription

1 Clazsroom
O11  Tutoring
O20 “work Expe
40  Directed St
50 Distance E
O5  2way Intel
O52 1wayInter
O53 2way nter
054  Qther Simul
OG61  Test1'wa
062 audio 14w
Oe&: TwAvideo 1
G4 Other Pazsi
OA  IntemetEa
O72 IntemetBa

1

Clazsraom

Data Field

Description

All Methods of Delivery

Check boxes for selecting one or more ways
that course material is delivered to the student.
Check values in the list to add and uncheck to
remove.

Course Methods of Delivery

Checked values from the All Methods of
Delivery list in the left panel that have been
added to the course methods of delivery in the
right panel.

Click a code or description column to sort the values in ascending order. Slide the vertical divider
between panels to the right or left to see more or less of one list. Methods of Delivery may be
disabled for Work Experience and Independent Study courses.
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Scheduling - Account Class Tab

Type topic text here.

B azic Information I Hours and Urits | Repeatabiity ~ Scheduling | Codes I

Fu Lo Fe FProg Aoty Ohbject
AccountClass bt e [72 [oboo [rooz [recede
Account Clazz Program
0000 - Unrestricted j
Aocount Clags Achivity
1002 - &t |
Data Field Description

Account Class

Budget values that are used when a section of
the course is scheduled. First appears as
default values

Fu Fund: box holds two numeric digits

Lo Location: box holds two numeric digits

Re Responsibility: box holds two numeric digits
Prog Program: box holds four numeric digits
Actv Activity: box holds four numeric digits
Object Object: box holds 4 object and 2 sub object

numeric digits

Account Class Program

Default program values can be overridden by
selecting from drop-down box

Account Class Activity

Default activity values can be overridden by
selecting from drop-down box.

10
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Codes

Codes - Miscellaneous Tab

Version 2 DA B3 Chairside Skills Workshop
Proposed course change effective Spring 2007; Transferable CSU only
Last updated on 5162006 at 0:00 by Conversion

General |Student Plepl Faculty Heql Descriptionsl Eontentl Approval | Forms I Heportsl

Basiclnformationl Hours and Unitsl Hepeatabilit_l,ll Scheduling Codes |

Mizcellaneous | Instructional Level | Funding | Distance Ed |

MHoncredit Categary

ID - Mot Applicable, Credit Course j e
Clazsification

IDccupatinnal Education Courges j |Dccupatinnal Education Courses
Sék Code

Il:learly Occupational j |Clearl_l,l Ozcupational

TOF Code

|124DBD - Dental Labaratary Technician j |1 24030 - Dental Laboratory Techrici

—wiork-Based Learing Activities

" Mot included " Inchded & Unknown
r D5PS Coursze
" Mo  Yes = Unknaown

 In-Service Course

& No = Yes 1 Intensive  Unknown
Data Field Definition
Noncredit Category Choose a code from the drop-down list to

indicate the primary objective of a non-credit
course within the non-credit categories set
forth in the California Education Code.

Classification Choose from the selections in the drop-down
box to classify a course according to its
primary objective.

SAM Code The Course Sam Priority Code is used to
indicate the degree to which a course is
occupational and to assist in identifying course
sequence in occupational programs.

TOP Code The California Community Colleges Taxonomy
of Programs (TOP) code is a system of
numerical codes used to collect and report
information on programs and courses in
different colleges throughout the state that
have similar outcomes. Each course is given a
TOP code that comes closest to describing the

11
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course content.

Course Values

Three read-only boxes showing Classification,
SAM Code, and TOP Code results from
choices to the left.

Work-Based Learning Activities

Work-based learning are course-linked
learning experiences outside the classroom
and include an employer or community
connections. Choose from the Not included,
Included, or Unknown radio buttons.

DSPS Course

Choose the No, Yes, or Unknown radio button
to indicate if the course is a Disabled Students
Programs and Services (DSPS) course.

In-Service Course

An In-Service course is taken while fully
employed, such as teacher education
workshops, or police officer continuing
education training. Choose a No, Yes,
Intensive, or Unknown radio button.

12




Codes - Instructional Level

Academic Affairs

B azic Information | Hours and Llnitsl Hepeatal:uilityl Scheduling Codes

Mizcellaneous |

— Bazic Skillz

% ot basic zkils
= General basic =killz
= Precollegiate basic skillz

= Unknown

Frecollegiate Basic Skillz

O Computation B asic Skills

CJ ESL Basic Skill:

[ Learning or Study Skill: Basic Skills
[ Feading Basic Skills

O writing Bazic Skills

— Level Below Transfer

¥ M on-applicable = Unknown
= One level = Twa levels = Three levels
Data Field Description
Basic Skills Choose from radio buttons: Not basic skills,

General basic skills, Precollegiate basic skills,
and unknown.

Precollegiate Basic Skills

Click on one or more of the boxes to indicate
type of precollegiate basic skill course.

Level Below Transfer

Choose radio buttons One level, Two levels,
Three levels, Non-applicable, or Unknown.
Use the Non-applicable code if the course is
not in English, reading, writing, ESL, or
mathematics, or the course is transferable, or
the course is more than 3 levels below
transfer.

13
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Codes - Funding Tab

B azic Information I Hourz and Unitz I Repeatability I Scheduling ~Codes

............

— Funding Agency Categony

" Economic Development funds not used

& Unknown

" Partially developed with Economic Development funds

" Primarily developed with Economic Development funds

Data Field

Description

Funding Agency Category

This describes the radio button choices for
funding categories used in reporting the MIS
data element CB23, which was implemented
by the California Community Colleges
Chancellor's Office (CCCCO) in Spring 2006.

Economic Development funds not used

A System Office Economic Development Grant
was not used to develop this course.

Partially developed with Economic
Development funds

A System Office Economic Development Grant
was partially used to develop this course.
(Economic development funds exceed 40% of
total development funds).

Primarily developed with Economic
Development funds

A System Office Economic Development Grant
was primarily used to develop this course.

Unknown

It is not known if a System Office Economic
Development Grant was used to develop this
course.

For more information about the California Community College Management Information System
data element CB23, visit the website at www.ccco.edu.

14
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Codes - Distance Ed

Wersion 5 CIS58.51A CreatingWebPages1-HTML
Approved course change effective Fall 2003; Transferable TS only
Last updated on 7482003 at 0:00 by Conversion

General |Student F'repl Faculty Heql Descriptinnsl Enntentl Approval I Faormz I Hepu:urtsl

Basiclnfurmatiunl Haours and Unitsl Hepeatabilit_l,ll Scheduling Codes I

Miscellaneous | Instructional Level | Funding  Distance Ed |

— CWLLACVE Status
% Distance Ed, not C¥IACYE developed
" Distance Ed, CVU/CWE developed

" CYLATYE unknown, or not Distance Ed

Data Field Description

Distance Ed, not CVU/CVC developed Radio button choice describing a distance
learning course that is not developed with the
use of the California Virtual University or the
California Virtual Campus. See definitions
below table.

Distance Ed, CVU/CVC developed Radio button choice describing a distance
learning course that is developed with the use
of the California Virtual University or the
California Virtual Campus. See definitions
below table.

CVU/CVC unknown, or not Distance Ed A radio button choice for courses not defined
as distance education or the California Virtual
University/California Virtual Campus status is
unknown. It is acceptable for a course to be
Distance Ed and have an unknown CVU/CVC
status. See definitions below table.

Definitions:

Distance Learning:

This refers to instruction in which student and instructor are separated by distance and/or time
and interact through the assistance of computer and communication technology. The Distance Ed
tab collects the information used in reporting the MIS data element XB10.

CVU:

The California Virtual University is an online catalog of the distance learning courses, programs,
and other electronic educational content and services offered by California's accredited colleges

15
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and universities. For instance, students can search for courses in the online catalog, which is
linked to the course website of the offering campus.

CVC:

The California Virtual Campus is a private nonprofit corporation that offers its services free to
Californians and the global student population at no cost to the state. Named Seton Hall's
Technology Center, it provides multimedia presentation software for instructors to use for their
course web sites. To ensure academic integrity and quality, only colleges and universities
accredited by the western association of schools and colleges (WASC) are eligible to participate.

16
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Student Prep Tab

17
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Prerequisites
Prerequisites - Text Tab
Type topic text here.

General Student Prep | Eu:untentl Descriptinnsl Faculty Heql Formsz I Approal I

Requites Assessment | Exempt From Assessment [

Prerequisites I Eurequisitesl Hecnmmendedl Limits an Enrnllmentl

[T Generate prerequisite description from ules [ Frerequisites are provisional

| Rules I Generated Desu:riptiu:unl

Prerequizsite Test

Prerequisite Text that describes the rules can be typed in here if the boxes above the text button
are not checked. The output will be seen in the catalog, class schedule, and course outline.

18



Academic Affairs

Prerequisites - Rules Tab
Type topic text here.

Prerequizites I Corequizsites I Hecummendedl Lirmits arn Enn:ullmentl

[T Generate prerequisite description from milss [ Prerequisites are provisional

Prerequizite rules ao here.

Check the Generate prerequisite description from rules box if you want the computer to create
prerequisite text based on the rules. When you press the rules button the rules will appear in the
area below the tab.

Check the box titled prerequisites are provisional if a validation study is being conducted to
evaluate the prerequisites as a condition of enroliment essential to student success in the course.

19
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Prerequisites - General Description Tab

Type topic text here.

General Student Prep | I:l:untentl Descriptiunsl Faculty Fieql Forms I Approyal I

Requires Assessment IE:-:empt From Azzessment j

Frerequisites | Enrequisitesl Hecnmmendedl Limitz an Enrullmentl

[T Generate prerequisite description from ules [ Prerequizites are provisional

Text I Fules i [enerated Description |

Generated prerequizite dezcription goes here.

The Generated Description shows the text the computer generates from the rules. If the
"Generate prerequisite description from rules" checkbox is checked, the generated description,

instead of the typed-in prerequisite text, appears in the catalog, the class schedule, and the
course outline.

20
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Corequisites Tab

Yerzion 2 THAR 22A Introduction to M akeup Design

Fropozed course change effective Fall 2004; Transferable UC and CSU
Last updated on 641842003 at 0:00 by Convversion

General  Student Prep | Faculty Fleql Descriptinnsl Eu:untentl Approsal I Faorms I F!epu:urtsl

Requires Aszessment IE:-:empt From dssessment i

Frerequisites : |

Corequizite T ext
THAR 25.

This tab contains a text area for typing in corequisite text. As with typed-in prerequisite text this
text is ignored if the "Generate prerequisite description from rules" checkbox is checked.

21
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Recommended
Recommended - Text Tab

Type topic text here.

I Lirmitz an E nrallment I

Code IN::: advizories j [ Generate description
Text | Rulez I Generated Descriptiunl
Advizory Test

The advisory text area is for typing in text that describes the recommended preparation that a
student is advised to complete prior to enrolling in the course. This set of information is referred to
as "Advisories".

Select a value from the "Code" selection box. The code must be compatible with the data in the

Advisory Text and Rules. If you wish to have the description of the advisories created by the
computer, check the "Generate description" checkbox.

22
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Recommended - Rules Tab
Type topic text here.

Frereguizites I Corequisites  Aecommended | Limitz on Enrollment I

Code IND advizories j [T Generate description

| Generated Description I

Advizony riles go here.

23
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Recommended - General Description Tab
Type topic text here.

F'rerequisitesl Corequisites  Recommended | Limitz on Enru:-llmentl

Code IN::: advizaries j [T Generate description

Text | Rules | Generated Description |

Generated advizory description goes here.

24
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Limits on Enrollment Tab

Yerzion 2 WELD 98 Independent Study in'weldng
Approved courze change effective Fall 1937; Transferable CSU anly: Independent/Directed Study

Last updated aon 44142005 at 0:00 by Conversion
| Faculty Reg I Dezcrptions I Content I Approval I Forms I Reports I

General |

Requires Assessment IEHempt From éssessment |

Prerequisitesl Eurequisitesl Fecommended  Limits on Enroliment |

Liritz ot E rrallrent [T Requires instructor's signature to ennoll

Approval of the project propozal by zponzaring faculy, Department Chair and Supervizing Administrator.

25
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Faculty Req Tab

Faculty Req Tab

This tab contains the two subtabs below for entering the requirements that faculty must meet in
order to teach the course. Click a column heading to sort values according to column values.
Slide the vertical divider between panels to the right or left to see more or less of one list.

Yerzion 4 AERO 50 Private Pilot Ground Training
Propozed courze change effective Spring 2007; Tranzferable CSU anly
Last updated on 6/5/2006 at 0:00 by Corwverzion

General I Student Prep  Faculy Reqg |Descriptinns| Eu:untentl Formez I Approval I Hepu:urtsl

| Service .ﬁ.reasl
All Faculty Dizciplines Courze Faculty Dizciplines
Digcipline | Req Ma | Dezcription - Digcipline | Req kA | Dezcription
OaccT.. W Accounting Moncredit AERD M Agronautics
Oaccr.. v Accounting
OacTs.. W Adaptive Computer Teck
OacTse v Adaptive Computer Teck
AERO M Aeronautics
Oaceus M Ag Buginess & Related 5
OacE.. M Agricultural Engineering
Oacr.. M Agricultural Production
O M Adririztration of Justice =
CJanT... M Anthropology Moncredit
OanT.. v Anthropology
O &FE Ny Adaptive PE
Data Field Description

All Faculty Disciplines | These represent the educational
requirements for instructors teaching the
course. The column "RegMA" indicates
whether or not the discipline is one that
requires a Master's Degree. "Y" means Yes,
"N" means No. Check one or more faculty
disciplines associated with each course.

Course Faculty Check values in the "All Faculty Disciplines"
disciplines list (left panel) to add them to the "Course
Faculty Disciplines" (right panel); uncheck to
remove them.

26



Yerzion 2 AGRIT0 Introduction to Agricultural Scences
Approved courze change effective Fall 2004; Transferable UC and C50U
Last updated aon 442242004 at 0:00 by Conversion

General | Student Prep  Faculty Req Descriptinnsl I:u:untentl Formz I Approyal I Hepnrtsl

Academic Affairs

Dizciplines

All Faculty Service Areaz

Course Faculty Service Areas

Swvc Area I Dezcrption

- Swc Area | Dezcription

OarT Art
O &RT... At History

O &sL American Sign Le
Oauto  Automotive Tech

O 4ERD  Aeronautical & A AG Agriculture and Forestry
AG Agriculture and Fi
O AFED  Apprentice Educ:
O APTE... Applied Technale

Data Field

Description

All Faculty Service Areas

Faculty are assigned to one or more
Faculty Service Areas (FSASs) for which
they meet district competency
requirements and minimum
gualifications. Check one or more
Faculty Service Areas associated with
each course.

Course Faculty Service
Areas

Check values in the "All Faculty Service
Areas" (left panel) to add them to the
"Course Faculty Service Areas" (right
panel); uncheck to remove them.
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Descriptions Tab

Descriptions - Catalog Tab

The catalog tab contains a textbox to type in descriptive information about the course that
appears in the college catalog.

Prerequisites, grading, transferability, etc., that is captured elsewhere in the database should not
be duplicated here.

This user-friendly format allows you to copy from existing text and paste to the textbox. Text may
also be copied from the

textbox and spelichecked.

Werzion 3 ENGL 1A Reading Composition
Approved course change effective Fall 2008; Transferable UC and CSL
Lazt updated on 7A17/2006 at 3:43 by Gregg Tilles

General I Student F'repl Faculty Feg Descriptions |E0ntent| Formsz I Approval I Hepartsl

1| Schedule I

Catalog Description

Critical reading and discuszion of works in vanous likerary forme. Compozition predominantly of reazoned and reflective proge. Content and
emphasiz of particular zections specified in the English Department’s course descnption bulletin "4 Hundred Doors" izsued every year.
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Descriptions - Schedule Tab

The schedule tab contains a textbox where an abbreviated version of the catalog description is
typed in to appear

in the schedule of classes. The user friendly format allows copy and paste features as well as
spelicheck. Prerequisites,

grading, transcripts, etc. should not be duplicated here, since they are already captured
elsewhere in the database.

Yersiond EMC 100 Emergency Care for First Responders
Approved courze change effechive Fall 2006; Hat transferable
Lazt updated on 51 7/2008 at 0:00 by Conversion

General | Student Prep | Faculty Feq Descriptions |I:nntent| Farms I Approval I Hepnrt$|

Catalog

Schedule Descrption

M anipulative & prablem zolving skils necesszar for the individual interested in pursuing a career az a first responder to victims of illness or injury.
Jpon completion of course, student receives both CPR & First Responder certificates.
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Content

Content - Outcomes and Objectives Tab

The outcomes and objectives tab contains a textbox for typing in relevant information regarding
what students will be able to do upon completion of the course. Features include copy, paste, and
spelicheck capability.

Yerzion 3 ENGL 1A Reading Composition
Approved course change effective Fall 2006; Transferable UC and CSU
Last updated on 741742006 at 3:49 by Gregg Tilles

General I Student F'repl Faculty Heql Descriptions  Content I.-'l‘-.pprwal I Formsz I Hepu:urtsl

{ Outcomes and Objectives | Topics I Azzignments | Methodz of Ewvaluation I Textbookz I

Cutcomes and Objectives

READIMNG - From expository ezsay and argumentative ezsays at or above

grade 13 level, studentz will:

1. ldentify the main idea or thesis.

2. ldentify the sequencing or arder of the ideas prezented.

3. Euplain how the witer supports and illustrates ideas and connects
ther to the thesis.

4. Paraphraze and summarize paragraphs and essays.

b, Annotate an eszay with appropriate comments.

6. ldentify the stylistic features of an ezsay.

7. ldentify an eszay's tone.

3. Distinguizh bebween literal and inferential infarmation and identify
the wze of azsumption: and biazes.

9. |dentify argumentative techriques and recognize logical fallacies.

10. ldentify their opinionz and azsumptions in relation to reading
rnaterial.

WRITIMG - Students will:

1. “Wwite 6,000 ta 3,000 wards in expozitan and argumentative eszays,
each with a clearly identifiable thesis.

2. Organize their eszays, paragraphs, and sentences logically and
caherentl.

3. Show development in paragraphs with concrete, appropriate, and

relevant details,

4. “Wiite ezzavs which express a mature attitude toward their subject
with a conzistent and appropriate paint of wiew,

B, “Wiite argumentative ezzays rezponding bo oppozing arguments and
avoiding logical fallacies.

B. Revize their prose for clarty, precizion, and variety of sentences:
corect diction; and appropriate voice.

V. Recogrize and comrect errorz in punctuation, grammar, and zpelling.

3. Demanstrate familiarity with elementan ibramy research techniques
and with the bazic reference work.s and facilities of the college
library.
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Content - Topics Tab

The Topics tab has separate textboxes for lecture and lab topics. A vertical splitter allows more or
less visibility of each type of topic. This application cross checks the data in the textboxes with the
lecture and lab methods of instruction assigned to the course.

Yerzion 3 EMGL 1A Reading Composition
Approved course change effective Fall 2008; Transferable UC and C50U
Last updated on 741742006 at 343 by Gregg Tilles

eneral I Student Prep | Faculty Heql Descriptions  Cortent I.ﬂ'-.pprwal I Forms I Hepu:urtsl

Lecture Topics Lab Topics

READING- =]
Studentz will:
1. Read a number of eszavs during
the zemester with emphasiz
an critical reading invalving
analyziz, evaluation, and synthesis
of ideas from several
ezzapsdauthors,
2. Digcuss readings in order to
examine and learn the above
objectives,
3. Read/studyianalyze the Englizh
Department's “whark, of Literan terit
for the particular semester.
WRITIMG-
Students will:
1. Wiite significant number of
ezzaps during the semester of
warious
lengths, amaunting o 6,000 ta
3.000 wardz, primarily narative,
dezcriptive but will alzo vrite
expositoryfinformative and
argumentative/persuasive prose,
2. Use revizsion skills frequently
taught uging writers' warkzhop
methods
aor individual
conferencestutorials.
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Content - Assignments Tab

The assignments tab contains a textbox for listing course assignments that are integrated with the
methods of evaluation.

Yerzion 3 EMGL1A Reading Composition
Approved course change effective Fall 2006; Transferable LT and CSU
Last updated on 74172006 at 3:43 by Gregg Tilles

General | Student F'repl Faculty Fleql Description:  Cantent |.-’-'-.|:||:|r|:|\-'al I Farms I Hepnrtsl

Outcames atd Dbiectivesl Topics | Methods of Evaluatinnl Te:-:tl:u:n:uksl

Reprezentative Azzignments

WHRITIMNG:

1. Weekly out-of-clazs eszaps or out-of-clazs essaps far which
drafting /revizion equivalent to a weekly ezzay are required.

2. In-class ezzays inresponge to reading ezzays or the Work of Literan
b erit,

3. A rezearch paper or eszavs for which lbrary resources are used.

4. Speciic exercizes to work with azpects of writing, such as thesiz
irvention; arganization; development; style; tone; diction; et

. Specific exercizes in paraphrasing, summarization, annotation,
recognizing logical fallacies, ete.

B. A& journal in which students practice writing to vanous topics and
reszponding o aszigned courze readings.

7. [uizzes and exams.

32



Academic Affairs

Content - Methods of Evaluation Tab

This tab informs how a student's performance in class is to be evaluated.

Yerzion 3 EMGL 1A Reading Composzition
Approved course change effective Fall 2006; Transferable LIC and CSL
Lazt updated on 8/11/2008 at 13:39 by Gregg Tilles

General | Student F'repl Faculty Heql Descriptions  Content |Appr0val I Formsz I Heportsl

Outcomes and Dbiectivesl Topicsl Sssignments  Methods of Evaluation | Textbooksl

— Degree Applicable Oy
Azzesement tools based on wiriting are not included because:

Show Agzighments

" Problem Saolving assessments are more appropriate Total Percentages
™ Skil Demonstrations are more appropriate Min hax
[T Cowrse includes essay exams that fulfil wiiting companent I?5 |-|3D

Categary | D ezcription | Iin Pt | M aw Pt |
Writing Assignments Wiitten homework, Reading reports, ... 70 95
Problem-zolving Assignments

Skill Demaonsztrations:

Objective Examinations Multiple choice, Matching items, Com... 5 20
Other Metbod of Evaluation  ATTEMDAMCE /PARTICIPATION 1] 15

— Selected Category
Writing Azsignments tin (Y

Description of aszeszment tools
written homewark, Reading reports, Term papers, READING ARITING JOURMALS

Data Field Description

Degree Applicable Only For courses that apply, this information may be
SRJC specific. Check the box in one or more
categories if there are no writing assignments
with a minimum percentage greater than 0.

Total Percentages Read-only boxes that Indicate the total
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minimum and maximum grade percentages for
the course.

Category list view

Read-only listview in the middle of the tab.
Click on a category to select from the list view
box.

Show assignments

Secondary screen linked to the assignments
textbox from the assignments subtab.

Selected Category

Make changes by first selecting from the
category list view. Use the description of
assessment tools textbox to type in changes
and the Min and Max boxes to change the
Total Percentages.
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Content - Textbooks Tab

Above this textbox is a checkbox for including a college defined phrase. For SRJC,
the phrase"Instructor prepared materials" will appear if the box is checked. Uncheck the
box to remove.

Yerzion 3 EMGL 1A Reading Composition

Approved courze change effective Fall 2006; Transferable LT and C5U

Last updated an 7472008 at 3439 by Gregq Tilles

General I Student F'repl Faculty Heql Descriptions  Content I.-'l'-.pprcuval I Formsz I Reports

Outcomes and Objectives I Tu:-piu:sl .ﬁ.ssignmentsl Methods of Evaluation | |

Representative Textbooks [T Instructor prepared materials

Abwan, Fobert. TEWN OM TEM, St Martin'z Prezs, 2000,

Barthomolme, Dawid, wiay's OF READING, St Martin's Press, 1998
Colombo, Gany, ed.. REREADING AMERICA, St kartin's Press, 1338
Garrizon, Roger H. HOW & WHRITER WORKS, Addisonwesley, 1335,
Hacker, Diana. &WRITER'S REFEREMCE, 5t. Martin's Press, 19938,
Smart, william. EIGHT MODERM ESSAYISTS, St Martin'z Press, 1934,
Stygall, READING COMTEXT. Thomson 2005

Ezchhalz, Alfred Roza and Virginia Clark, LANGUAGE AWARENESS: READIMNGS FOR
COLLEGE WRITERS, Bedford, 2005

Feterzon, Brereton, THE MORTOM READER, Morton, 2005

Barmet, SHORT GUIDE TO COLLEGE “WRITING, Pearzon/Longman, 2005
Cohen, 50 ES54%'S: A PORTABLE AMTHOLOGY, Bedford/St. Martins, 2004
Wwhork, of Literary Ment [ 0L M)

E ach zemester the Englizh Department zelectz a Work, of Literar

Merit for all 14 students. Typically, at least four facully

lectures are given and special libran resaurces provided for

thiz project.

The faollowing have been works studied.

CaMDIDE, Wolaire.

THE MaAYOR OF CASTORERIDGE, Hardy.

HEMDERSOM THE RAIM EIMG, Bellow.

A5 | LAY DYING, Faulkner.

THE HORSE'S MOUTH, Cary.

PRIDE AMD PREJUDICE, Austen.

& GATHERIMNG OF OLD MEM, Gaines.

THE TEMPEST and A5 %'0OU LIKE IT, Shakespeare.

THE MILAGRO BEAMFIELD WaRS, Michals.

THE ADWEMTURES OF HUCKLEBERRY FINM, Twain.

TO THE LIGHTHOUSE, “wfonlf.

MaDAME BOWARY, Flaubert.

HEART OF DARKMESS, Conrad

THE THIMGS THEY CARRIED, O'Brien

"GIMPEL THE FOOL" AMND OTHER STORIES. Singer

ALICE IM % OMDERLAMD, Carrall

BELOWED and SOMNG OF SOLOMOM, Marrizon

INWISIBLE MAM, Ellizon

WAl TING FOR THE BARBARIAMS, Costzes
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Approval Tab

Approval Tab

This document describes the following two tabs as they appear to a Curriculum Super user. For
other users, these tabs are lookup only.

New course proposals and proposed changes carry a 'proposed' status in the computer and
cannot be scheduled. After a course receives curriculum approval, its status is changed to
‘approved'. The approval process inactivates the previous approved version and makes the newly
approved version available for scheduling. There can only be one version of a course for a given
term.

Approving a course: 4-Step process

Step 1: Freeze Proposal

Select the course to be frozen and bring it into the course data area. Right-click the course data
area. A context menu appears with the option "Freeze Proposal”. Highlight and click that option.

A Freeze Proposal message box appears asking if you want to freeze this proposal. Click Yes.
The application validates the proposal. If it finds any errors the Cannot Freeze message box
warns that the proposal contains invalid data that must be corrected before the proposal can be
frozen. Click OK. Errors are flagged with Error Providers. Correct the errors and try again to
freeze the proposal. You cannot freeze if there are errors. If the freeze is successful, the proposal
is saved in a frozen state and the course data area is inactivated.

Step 2: Enter final signature approval

At the main menu, select the version and bring it into the course data area. Click the Approval
tab. Click the Course Review tab. Use the up/down arrows to select the Course Review. Type in
the name of the reviewer and click the Approve button. Date signed is automatically set to the
current date. After you indicate approval, you cannot change your mind. If the approval is an
error, click the cancel button on the toolbar. This Cancels all changes you made to the course
since it was last saved.

Step 3: Enter curriculum approval date

Go to the Dates tab and use the date picker control shown under the "Change Date" heading to
change the course version approval date. You can also click the drop down arrow on the right
side of the control to activate the pop-up calendar. If the course version approval includes a
course review, check the "Update date Last Reviewed" checkbox to update the course's last
review date. In other words, if this proposal includes the quadratic review, change the date so that
4 years later another review will be scheduled.

Step 4: Approve the proposal

Right-click the course data area. A context menu appears with the option "Approve Proposal.
Highlight and click that option. If the course is an active course version, an Approve Proposal
message box appears. Click "Yes" to confirm. Once the course is approved, it cannot be
‘unapproved' via the curriculum application. A final message box then appears indicating that the
course version is approved and now available for scheduling. Click OK. If you choose "No" when
asked to confirm the proposal, the course remains frozen. Save the course to preserve the final
signature approval and curriculum approval date if desired.
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Verzion 3 Ad 21 Introduction to Adminiztration of Justice
Approved courze change effective Spring 2006; Transferable UC and CSU

Last updated on 44252005 at 0:00 by Convversion

General | Student F'repl Faculty Fleql Descriptinnsl Eu:untentl Forme  Approval |F!epu:urts|

Courze B eview Datesl

— Course D ates

Curniculum Approval Change Date

[8:171381 [oaimiiam ]

Frerequizites &pproval

[10727/1933 [10/27/1993 =]

Lazt Rewviewed

372005 Jo3/07/2005 x|

— Tems Scheduled —
Firzt Term

Fall 1331

!

Last Termn
Fall 2005

!

MHbr Termz
54

!

— Course YWersion [ ates

— Terms Scheduled —
Submitted Submitted By First Term
[10/28/2004 [RaY HILL [Spring 2006
Term Effective Term Inactive Lazt Term

[spingz00s  ~| |

Yerzion Approved Change Date

372005 Jo3/07/2005 x|

[T | Update Date Last Feviewsd

!

Fall 2006

MHbr Termz

!

Data Field

Description

Course Dates

This section shows information that relates to
the course as a whole

Course Version Dates

This section shows information that relates to
the course version.

Curriculum Approval

This shows the date when the curriculum
committee approved version 1, the original
course.

Prerequisites Approval

This is the last date in which any version of a
course had prerequisites reviewed and
approved by the curriculum committee.

Last Reviewed

The date when this version of the course was
last reviewed by the curriculum committee.

Change Date

Use the date picker controls shown under this
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heading to change the curriculum approval
date, prerequisites approval date, and last
review date for the course..

Submitted

Shows date of course proposal submission.

Submitted By

Name of person submitting the course
proposal.

Term Effective

A drop-down list to select a term when the
proposed course version will be effective. The
term effective of a proposed course version
cannot be a term that has ended. It also
cannot be a term in which a prior version of the
course is being offered.

Term Inactive

A read-only box that contains the term a
course was no longer offered, which occurs
when a new course version becomes effective.

Version Approved

Use the date picker control to the right under
the "change date" heading to change the
course version approval date. If the course
version approval includes a course review,
check the "Update Date Last Reviewed"
checkbox to update the course's last review
date as well. If you do not check this box a
warning appears reminding you to note in
Comments why the review date is not being
updated.

Change Date

This is the "Version Approved"” date. Type in a
date or click the drop-down arrow to activate
the date picker pop-up calendar.

Update Date Last Reviewed

Check this box if the course version approval
includes a quadratic course review. This will
update the last review date of the course, so
that it can be reviewed again in 4 years. If you
do not check this checkbox, a warning appears
reminding you to note in Comments why the
review date is not being updated.

Terms Scheduled

The academic year is divided into three terms:
fall, spring, and summer. Two "Terms
Scheduled" sections show the First Term, Last
Term, and Nbr (Number of) Terms a course
was scheduled.

First Term

If in course dates section, the first term a
section of any version of the course scheduled
and not cancelled. If in the course version
dates section, the first term a particular version
of the course was scheduled and not
cancelled.

Last Term

If in course dates section, the last term a
section of any version of the course was
scheduled and not cancelled. If in the course
version dates section, the last term a particular
version of the course was scheduled and not
cancelled.

Nbr Terms

In the course dates section, the number of
terms any version of the course has been
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scheduled. In the course version dates section,
the number of terms a particular version has
been scheduled.

Werzion 3 Ad 21 Introduction bo Administration of Justice
Approved course change effective Spring 2006; Transferable UC and CSU

Last updated on 442542005 at 0:00 by Corversion

General I Student F'repl Faculty Heql Descriptinnsl Enntentl Formz ~ Approval |F|epu:urts|

Courze Review |1 3: af 1

Review Type R eview Perind

D ate Created Statuz

II:l:uurse TENIZIan

74242008 |Complete

— Final Reviewer Appraosal
Pozition

IEIuster Diean

Feviewer Marme

D ate Signed % Approve

IC[C

J4/25/2005 € Feject

Signatures

Seq | Position

| Reviewer Mame | D ate Signed | Statuz |

Originakar
Department Chair
Learning Resources
Curriculum Adrmin
Tech Review
Curriculum Committe

o0 O e

Data Field

Description

Course Review

On this numeric UpDown control, select the
appropriate review by clicking the UpDown
arrows. Information pertaining to the selected
review appears in the boxed areas of the
course review tab.

Review Type

A box showing the type of review selected,
such as a course proposal, course periodic
review (every 4 years at SRJC) or revision,
and prerequisite reviews.

Review Period

This read-only box shows the number of years
since the last quadrennial review.

Date Created

This is the date this particular course version
was created.
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Status

This box shows if the review is complete or
incomplete.

Final Reviewer Approval

Area where the final signature is captured to
approve a course proposal.

Position

Automatic field from database showing the job
title or committee title of the final reviewer.

Reviewer Name

Enter the name of the reviewer, usually the
curriculum specialist at SRJC.

Date Signed This date enters automatically as the current
date when the reviewer signs.

Approve Click this radio button after typing in the name
of the reviewer to approve the proposal.

Reject Click this radio button, if desired, after typing in
the name of the reviewer. You can later
change the rejection to approval.

Signatures The "Signatures" listview shows the sequence

of positions of those who should review the
course, the reviewers' names, the dates they
signed, and whether or not they approved the
course. Signatures are recorded using the
main tab Course Signatures that is yet to be
developed.
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Forms Tab

Forms - submission

Werzion 3 ENGL 1A Reading Composition
Approved courze change effective Fall 2008; Transferable UC and CSU
Lazt updated on 7417 /2006 at 3:49 by Gregg Tilles

General I Student F'repl Faculty Heql Descriptinnsl Enntentl tpproval  Forms |Hepu:urt$|

| Tech Review I Curric Review I Intemt I
Check ta add the form; uncheck to remove the farm; right click to open the form.

Lizt of Forms

Form M ame | Status I
O Changes to Existing Courze Prirmary

O Cetificate or Major Fevision Supplementany

[ 5tandard Coreq-Prereq Justification Supplementary

[ Distance Education Supplementary

O C5U Transferability Checklist Supplementary

O UL Transferability Checklist Supplementary

O Erwiromental Health and 5 afety Supplementary

[ Limitation on Enrallment Justification Supplementary

[ General Education Pattems Gird Supplementany

[ Criteria for Cowses Proposed for C5U GE Supplementany

[ Criteria for Courses Proposed for IGETC Supplementary

[ Content Review Supplementary

Forms are completed by a course developer or submitter as part of a course proposal. The
curriculum application determines the correct form for the proposal. The list of forms includes the
primary form called Changes to Existing Course and a choice of 1 or more supplementary forms.
The content review form is used if there is a prerequisite or advisory.

Check the box to the left of the form name to add a form to the proposal. Text may be added or
edited by authorized users only, otherwise access is read-only. Next, right click on the form
name, then left click on the open form button. The file download dialog box appears. Choose
open. Text may be edited or added to the opened word or excel workbook document, however,
once the done button is clicked, the course is approved and cannot be modified without
permission.
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Forms - tech review

Werzion 3 EMGL 1A Reading Composition
Approved course change effective Fall 2008; Transferable LT and CSU
Last updated an 74172006 at 3:439 by Gregg Tilles

General | Student F'repl Faculty Heql Descriptinnsl Enntentl fpproval  Forms |Hepu:urt$|

Submizzion | 1 ech Review I Curmric Beview I [ntent I

S

Check ta add the form; uncheck to remove the form; right click to open the form.

Lizt af Farms

Farm M ame |
[ Technical Beview 'Work sheet

This is a word or excel workbook form used by the technical review committee to provide
feedback to the developer or submitter. Only persons with technical review access can add to a
course proposal and make changes to it and for others, it is read-only.

Check the box to add the worksheet. Right click the form name, then click to open the form

button. When the dialog box opens, choose open. Fill out the form and then when done it will be
stored in the database along with the course.
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Forms - curric review

Yerzion 3 EMGL 1A Reading Composition
Approved courze change effective Fall 2008; Transferable UC and C50U
Last updated on 741742006 at 343 by Gregg Tilles

General I Student F'repl Faculy Heql Descriptinnsl I:u:untentl Approval  Forms IHepDrtsl

— Type af Camment

= Approved = Approved|with Contingencies = Held

Curmiculurm Committee Comments

This tab provides an area for the Curriculum Committee to give feedback to the course
developer/submitter. the area is to be used during Curriculum Committee meetings as course
proposals are reviewed. Except for users with Curriculum Review access, the data in this tab is
lookup only.

The tab includes three radio buttons that represent outcomes of the Curriculum Committee
review. Each button has associated boilerplate language that is stored in the database. When a
button is clicked, date,contact, and submitter information is appended to the existing Curriculum
Committee Comments text, followed by the boilerplate language. The committee user then
amends the text as needed.

rs
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Forms - intent

Verzion 3 ENGL1A Reading Composition
Approved courze change effective Fall 2008; Transferable UC and CSU
Last updated on 717 /2006 &t 9:49 by Gregg Tilles

General I Student F"repl Faculty Heql Descriptiunsl Eu:untentl Approwal  Forms | Hepnrtsl

Sul:umissiu:unl Tech Heviewl Curric Review

Thiz page iz a placeholder. |t iz intended for info that describes/identifies
the intent of the courze. Info includes 'part of a program of study’, GE, etc.
Specific info iz needed from Tem Frongia'z office before thiz page iz
completed. |t may turn out that thiz page 1z not needed.
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Reports

Course Outline

Type topic text here.
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