RECOMENDATIONS FOR FILLING OUT COURSE OUTLINE PROPOSAL FORM 

The official course outline proposal has a wide audience; students, transcript evaluators, part-time instructors, accreditation reviewers and the State of Oregon reflect a partial list of interested parties. The course outline proposal describes the content and purpose of a course, and in so doing, it provides the foundation for the syllabus given to students. Furthermore, everything contained on page one of the official outline also appears in the SWOCC catalog. To serve these various purposes, the outline must be clear and accurate.

NEW OUTLINES:
· Credit Course Outline Proposal Form
· Non-Credit Course Outline Proposal Form 
· These are the forms that must be used to create new Course Outlines, outlines created on older forms will be returned to you.
· The best way to navigate these forms is to use the <TAB> key to advance to the next data entry area. To get back to a previous data entry area, use the <SHIFT>+<TAB> key combination. To check or uncheck a checkbox data field, use the <SPACEBAR>/

SECTION I: PROPOSAL INFORMATION
· Indicate who is developing, revising or reviewing this course and the date.
· For Reviewed courses, these are courses that are up for their three year review.  Indicate whether there were changes or no changes for the course outline.
· Mark the Catalog Year, include in print and effective term of the course.
· Select the Type of Proposal, Course and Instruction.
· Give a brief rationale behind the reasoning for the creation of the proposal.


SECTION II: NEW COURSE OUTLINE

1. COURSE NUMBER 
· THIS SPACE SHOULD BE LEFT BLANK ON A NEW COURSE OUTLINE.  
Do not make up course numbers and do not use a course number from another college. If you have researched a course that is used at another institution, forward that information via email to the Curriculum Technician.

2. FULL COURSE TITLE FOR PRINT CATALOG
· List the title that you would like to use for the course.  

3. ABBREVIATED COURSE TITLE FOR WEBADVISOR
· This title is what appears online and is limited to 19 characters.



4. STATE COURSE NUMBERS (CHOOSE ONE ONLY)
· As a rule of thumb, think of whom your target audience is going to be when deciding what type of course it is.  If you want to offer a course for credit and non-credit you must submit two course outlines on the Credit Course Outline Form and the Non-Credit Course Outline Form.
· Lower-Division Collegiate Transfer (LDC) – Areas of instruction including a representative range of academic and professional fields which parallel the offerings of the first two years of the four-year institutions, carry regular college transfer credit, and are generally accepted for transfer credit by higher education institutions.
· Career and Technical Education (Occupational) Preparatory Course (OCCPREP) – is designed to prepare persons for employment in specified occupations or clusters of closely related occupations
· Career and Technical Education (Occupational) Supplementary (OCCSUPP) – is designed for persons who have entered the work force. Courses are designed to meet upgrading or retraining needs in the occupational area in which individuals are employed
· Adult Continuing Education Reimbursable - Self-improvement courses, special interest, community education.  Courses must be a minimum of six hours.
· Adult Continuing Education Non-Reimbursable - Generally Other Adult.  Meet less than six hours, offered as a hobby class for recreational purposes.  The State provides a list of types of course that are not reimbursable.
· Developmental Education - The broad category of courses offered in Oregon community colleges that are pre-college level. Courses covered by the Adult Education Act include Adult Basic Education, General Education Development, English as a Second Language, Adult High School completion classes, as well as postsecondary remedial or developmental skills courses and programs. Generally academic courses listed below the level of 100 are considered developmental education courses.
· Apprenticeship - Occupational training that combines on-the-job experience with classroom/lab training. Industry and individual employers design and control the training programs, and pay apprentices’ wages. Apprenticeship trains workers to meet industry standards for a given occupation. Apprenticeship is a partnership of employers, workers, the State of Oregon, and a variety of schools and community colleges.
· Cooperative Work Experience - The placement of students in a work experience. The college supervisor visits the field work site periodically. The primary supervision is from the employer or other individual contracted to provide field experience. CWE includes a seminar in conjunction with a field placement. Each student should have theoretical knowledge and/or practical experience in a major field of study prior to being placed in a cooperative work experience setting.
5. OFFERED FOR
· Credit 
· Continuing Education Units (CEU) 
· Professional Developmental Units (PDU)

6. NUMBER OF CREDITS
· LDC Courses cannot be partial credit. The hours to credit formulas are printed on the outlines.
· If the course is approved for CEU, indicate the approving agency

7. REPEATABILITY
· How many times can a course be taken for credit?  This is not the same as repeating a course for a better grade.  This refers to how many times a student can get credit on their transcript for the same course.
8. COURSE LOAD TYPE
· Instructor workload/pay will be based on the information provided.  Be sure these hours add up and/or student head count is indicated.
· It is important to determine how many hours are required to cover the material for a course. Do not determine the credits which a student will earn then design the course to equal the credits.  Base this on what it will take to cover the content and students will achieve the learning outcomes..
· The outline needs to match the actual hours and type of hours reflected in the class schedule. Also, be sure to determine the appropriate combination to deliver proper instruction. For example, why would you really offer a piano class as lecture only rather than as lab only?
· Definitions:
· "Laboratory (Lab)" is defined as an instructional setting in which students work independently with the instructor available and in the instructional area for assistance and supervision. 
· "Lecture" is defined as an instructional setting in which the instructor delivers information. 
· "Lecture/laboratory (Lecture/Lab)" is defined as an instructional setting in which the instructor gives short presentations and supervises student application of content. Instructional methods are integrated; lecture and lab are dependent upon each other for the student's educational success. 
· Cooperative work experience (CWE): The placement of students in a work experience. The college supervisor visits the field work site periodically. The primary supervision is from the employer or other individual contracted to provide field experience. CWE includes a seminar in conjunction with a field placement. Each student should have theoretical knowledge and/or practical experience in a major field of study prior to being placed in a cooperative work experience setting. 

9. COURSE DESCRIPTION
· Start the description with an action verb (e.g., describes, emphasizes, introduces)
· The course description should provide a succinct, accurate summary of course content.  Three or four sentences should suffice.
· The course description should not mention things unrelated to course content (e.g., benefits of study, prerequisites).
· This description is what will be printed in the college catalog and on the website as well as what the State uses, along with title, to determine transferability of a course.  
· State approved course description must be included if available.  It may be enhanced for Southwestern.
· Look at this as a marketing tool to excite people to want to take this course!

10. REQUIRED PREREQUISITES
· Please list prerequisites. If no prerequisite exists, say “None.”
· Consider course expectations in reading, composition and mathematics when establishing prerequisites.
· What other course(s) may be necessary before a student enrolls in this course.  Is the pre-requisite required for everyone?  Is there a minimum grade someone needs to obtain in the pre-requisite course in order to be successful in this course? 

11. INSTRUCTOR CONSENT
· If instructor consent is required in order to register, then mark “YES” in the box.  This will prevent students from registering for the course without prior instructor approval.



12. REQUIRED CONCURRENT COURSES
· Is there a required class in which student must also be enrolled? Does this course require the computer lab, a writing or math course to be taken at the same time?  
· Do not list the course as prerequisite and concurrent it has to be one or the other.

13. SEPARATE LAB
· Does this course require a separate lab? 
· Very few of our courses currently require a separate lab. Course is most often identified with an “L” at the end of the course, i.e. CHEM*241L or NUR*101L.

14. SEQUENCE
· If this course is part of a sequence of three courses, all three courses should be submitted together on three separate outline forms.  
· Each course needs to reflect in its description how it is different from the others. 
· Make sure that if the second and third courses in a sequence need to be taken in order, that this is noted in the prerequisites.  

15. DOUBLE NUMBERED
· There are courses that are offered for credit and noncredit. Music is a good example of this. An individual may want to take stage band for credit or just participate for no credit or grade. The outlines would reflect the number assigned to the other course.
· Another example is BA*232 and MTH*243. These are the same course but some baccalaureate programs require a math statistics course rather than a business statistics course. 

16. STUDENT LEARNING OUTCOMES (SLOs)
· Clearly and briefly summarize what students should know and be able to do as a result of taking a course. Use active verbs such as “describe,” “identify,” “estimate,” “recognize,” and “weld,” to explain exactly what students must do in order to show they have understood and have mastered material. “Understand” is itself to vague to convey what students can do.  (See attached list Bloom’s Cognitive Domain verbs.)
· The degree of specificity in detailing performance objectives will depend to some extent, upon the nature of a particular course. In no case should the list include particular assignments, activities, or topics to be covered.

17. ASSEMENTS/EVALUATION OF STUDENT LEARNING
· What evidence will demonstrate that students have achieved course outcomes?
· Assessment/Evaluation tools may include departmental tests, written products, portfolios, juried performances, quizzes and exams or alternative assessments such as qualitative studies, capstone projects, external reviewers, etc.

18. GENERAL INSTRUCTIONAL METHODS
· Please list the methods used rather than specify assignments. “Lecture, discussion and collaborative projects,” for example, is a sufficient description of instructional methods for some classes
· Courses that have been approved by the Distance Education Administer to be offered with a Distance Learning Format will use the following approved language to describe General Instructional Methods
· Additional Methods for Distance Learning Formats: Should the course be taught using Distance Learning formats (e.g. Internet, Television, Satellite, US Mail, email, etc.) the following will also be applied:
· One or more communication tools (e.g. discussion boards, list serves, online chat rooms, email, special face-to-face meetings, etc.) will be used to facilitate interaction among all participants in the class.
· The faculty, in consultation with a distance learning instructional designer, will select and use instructional methods appropriate to the audience, the course outcomes and general instructional methods.
· If the course will be taught in both a traditional format and a Distance Learning format, describe both methods, e.g.
· Traditional Methods:
· Additional Methods for Distance Learning formats:
· Web Enhanced: Sections that require all contact to be face-to face but have WebCT extras like quizzes outside of class.
· Hybrid: Sections with an online component that replaced seat time with online instruction.
· Online: Instruction is delivered via the course management system (WebCT) using a variety of online communication tools such as those incorporated into WebCT). This includes synchronous and asynchronous methods 
· If the course will be taught hybrid list the activities required for replacement of seat time in addition to the traditional methods.

19. GRADING
· Select from the following grading options: SUI, ABCDFI, EITHER or NON-GRADED
· Pick one. “EITHER” is usually only for Fire Science courses that offer courses to students and volunteers at the same time.
· The grading option determines the type of grade Registration and Records will accept on the grade sheet.
· If this is a developmental course, indicate whether it has been approved for an ‘R’ grade.

20. RECOMMENDED ENROLLMENT
· This is a recommendation number used for scheduling purposes for room size and determining how many students will be allowed in the class. 

21. RECOMMENDED ENROLLMENT JUSTIFICATION
· The reasoning behind the recommended enrollment number.

22. FEES
· Fees are determined by administrative policy but if there is a special fee, write it in.  Non-reimbursable courses should state a fee to cover the cost of offering the course. If the fee changes each year per board policy, you may list “per current board policy.”

23. CONTENT OUTLINE
· List the content material to be covered.

24. REQUIRED MATERIALS/SUPPLIES/TOOLS
· Graphing Calculator, clay, soldering iron, etc…
· Note: All course materials must give consideration to compliance with American Disabilities Act (ADA)

25. APPLICATION PROCESS
· If the course requires a special application processes to be enrolled in the course indicate that as well as the list of criteria for acceptance.

26. SAFETY CONSIDERATIONS
· Example text:
· Safety of the students is top priority to the Alabama Fire College. Students must adhere to safety regulations while attending a class on or off the Fire College campus. At the Fire College campus, safety instructions are posted in every classroom, as well as escape routes and tornado actions. 
· Safety glasses must be purchased and worn at all times in the laboratory.  Non-compliance will result in removal from the classroom setting.

27. RECOMMENDED TEXT
· If your course requires a textbook, please put: “Text: As directed by instructor” unless your discipline makes it imperative to identify a specific textbook. (The reason for vagueness is to avoid having to revise the course outline every time the textbook changes and to leave some latitude for individual instructors.)
· In some cases, instructors may wish to mention a range of texts germane to their course. For example: “Texts such as…are appropriate.  The final selection will be left to the instructor’s discretion.”

28. REFERENCES & RESOURCES USED TO DEVELOP THIS COURSE
· What did you use to develop this course?
· This is a great area to put information in terms of similar courses in the state, where they are offered and their number.


SECTION III: DEGREE REQUIREMENTS
· Indicate what specific degree requirements this course will meet.  

SECTION VI: LIBRARY IMPACT STATEMENT
· Under accreditation standards, Library consultation is essential for new programs, new courses and substantively revised courses when revisions entail any change in library use.
· List assignments which will require the use of library and information resources.
· You must indicate whether necessary resources are currently available in the Southwestern Library. If sufficient resources are not available, a complete Library Resources for Course Support Form must be sent to the appropriate Associate Dean.  
· Submit Library Resource for Course Support form to the Librarian. 
The form can be located here: http://intranet.socc.edu/oofi/LIBRARYRESOURCES.doc
· A librarian must review and sign off on outline before it can move forward in the approval process.

SECTION VI: DIVISIONAL APPROVAL
 It must be completed in order for a Course Outline to move forward in the approval process.  Outlines will be returned if this is not filled in.

· Indicate the Human, Physical and Financial Resources required for the course.
· Associate Dean Recommendation – the course must be reviewed and approved by the Associate Dean and Curriculum Technician as well as the division faculty before moving forward in the approval process.

SECTION VII: COLLEGE APPROVAL 

The Course Outline is then submitted to the Curriculum Technician Lori Teribery, Curriculum Technician (lteribery@socc.edu) to forward on to the Vice President of Instruction for review/approval and then on to Instructional Council for review and discussion.  The Faculty (or designee) who helped develop the Course Outline must be present to give a presentation and to answer any questions or concerns on the course during Instructional Council.  (If faculty or designee is not present the outline will be tabled to the following meeting).  Support of the outline signifies support from all divisions. 

ALL COURSES RECEIVE THEIR FINAL APPROVAL AT THE OFFICE OF CCWD.

Remember to allow a minimum of 60 days for a course to receive approval from the state prior to the course being offered.


REVISED OUTLINES:
1. The Curriculum Technician from the Office of Instruction will email outlines that need to be updated NOW to the appropriate Associate Dean.  Course Outlines will be forwarded on to the appropriate Faculty member for update from the Associate Dean.
2. Save the Course Outline from email so that you have a working file.
3. Make any changes/corrections to the Course Outline. The file will be set to track any changes please do not turn this feature off.
4. The Today’s Date on the outline is the final date that all changes were completed on the Course Outline prior to being sent for signatures.
5. Save the file.
6. Email the electronic file back to the Associate Dean for final processing.
7. Associate Dean’s review the changes made to the Course Outline.  Make sure to update the Associate Dean’s signature box as necessary located at the bottom of the Course Outline form.
8. Email the Course Outline with all of the final changes to Lori Teribery (lteribery@socc.edu), Curriculum Technician in the Office of Instruction. This can be done by the administrative assistant.
9. Print one hard copy of the Course Outline sign and then send signed hard copy to Lori Teribery, Curriculum Technician in the Office of Instruction.
10. Course Outlines will now move on to the appropriate Approval Process.
11. If the Course Outline has been designated “Inactive,” an Inactivation memo will be created by Lori Teribery, Curriculum Technician in the Office of Instruction and forwarded to the appropriate parties for signature.  Once the memo has been completed and all signatures are obtained approving the inactivation the course will be inactivated by Lori Teribery in the Office of Instruction.

**OUTLINES CANNOT BE PROCESSED WITHOUT AN E-COPY SUBMITTED TO THE CURRICULUM TECHNICIAN AND FOLLOWED WITH A SIGNED HARD COPY.





BLOOM’S COGNITIVE DOMAIN

The following verbs are useful in discussing the six levels of Bloom’s Cognitive Domain.

KNOWLEDGE				ANALYSIS			EVALUATION

discuss					distinguish			judge
define					analyze				appraise
memorize				differentiate			evaluate
repeat					appraise				rate
record					calculate				compare
list					experiment			value
recall					test				revise
name					compare				score
relate					contrast				select
					criticize				choose
COMPREHENSION			diagram				assess
					inspect				estimate	
discuss					debate				measure
restate					inventory			inspect
describe					question
recognize				relate
explain					solve
express					examine
identify
locate
report					SYNTHESIS
review					
tell					compose
						plan
	APPLICATION				design
						formulate
translate					arrange
interpret					assemble
apply					collect
employ					construct
use					create
demonstrate				set up
dramatize				organize
practice					manage
illustrate					prepare
operate					propose
schedule
show
sketch
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