SUBJECT:

Course Outline and Course Syllabus Information
PURPOSE:
Establishes parameters for both the course outline, which aligns the course with accreditation requirements, and the course syllabus, which provides information about course content for students and for recordkeeping. (Institutional format templates for the Course Outline, Syllabus, and the Workshop Outline are attached to this standard.)
REGULATION:
A course outline will be developed for each course by department 




faculty.  All instructors will provide students with a syllabus that 




contains, as a minimum, the information in this standard.

CONDITIONS:

1. Every course and workshop will have an outline developed by the department and a copy will be kept in the division office.  

2. The course outline will be reviewed annually and revised as necessary.  

3. Beginning with the 2009-2010 academic year, all course outlines will be mapped to General Education Outcomes.  (NOTE:  See attached pages for General Education Outcomes Mapping Chart.)
4. Instructors will provide each student with a syllabus for each section taught.

5. Course syllabi will be kept on file in the department office.  (NOTE:  See College’s Retention Schedule for a minimum length of time for syllabi retention.)
6. Department chairs are encouraged to work closely with all faculty and regularly review course outlines and syllabi.

APPROVALS:

Instructional Council:
August 10, 1994

ISP Committee:

(Reviewed/Still Current policy/No Change Needed) – November 2, 1999

College Council:

November 21, 2003

College Council:

April 7, 2006

College Council:

April 17, 2009

COURSE OUTLINE
Title:







Course Number:








Credits:








Date:
Institution:
Clackamas Community College

Outline Developed by:
Type of Program:
Course Description:
Course Objectives:
(Also indicate Library and/or electronic information resources)
Student Learning Outcomes:
Length of Course:
Grading Method:
Prerequisites:
Required Text:
Major Topic Outline:
COURSE OUTLINE

Title:






Course Number:








Credits:








Date:   Date should reflect the 








most recent course outline 








update.  Course outlines must be 








reviewed and/or updated 








annually.  If there are no content 








changes, simply update this date.
Institution:     Clackamas Community College

Outline Developed by:     Should reflect both department name and individual developer(s) name(s).  If the revision is substantive, the name(s) of the individual(s) revising the outline should be indicated.
Type of Program:     This information should be taken from the course Grandmaster.  Contact your division secretary for clarification of program type.
Course Description:     This description should reflect the description used in the college catalog.
Course Objectives:     Indicate teacher-focused activity within the course.  What you, the instructor hope to accomplish/teach/cover.  Use teacher-centered action verbs such as:  present, discuss, explore, foster, teach, demonstrate, etc.

EXAMPLE:
Introduce the student to the use of Boolean operators.




Foster an understanding of the development of American 




     democracy.




Prepare the student for effective work-place interview skills.

Also indicate library and/or electronic information resources that students will be using.
Student Learning Outcomes:     What the student should be able to do, know, demonstrate, understand, etc., as a result of successful completion of the course learning activities.
Use student-centered action verbs such as:  demonstrate, evaluate, apply, diagram, summarize, repair, use, weld, correlate, dissect, etc.  Use the phrase “Upon successful completion of this course, the student should be able to…….”


EXAMPLE:
Upon successful completion of this course, the student 




     should be able to make common social introductions 




     using appropriate Spanish grammar constructs and 




     vocabulary.




Upon successful completion of this course, the student 




     should be able to accurately perform fillet welds and 




     groove welds using shielded-metal arc welding, gas metal 




     arc welding and flux-cored arc welding techniques.




Upon successful completion of this course, the student 




     should be able to write an essay of 3 or more paragraphs

     which demonstrates a topic-appropriate introduction, topic 

     development and a conclusion, using correct grammar, 

     spelling, vocabulary and paragraph structure.
Length of Course:     The number of hours of the course (10, 33 hrs, etc.).  Define hours in terms of:  lecture, lab, lecture/lab, other, e.g. 33 lecture hours and 33 lab hours.
Grading Method:     Indicate what grades are available (e.g., A-F, or P/NP) not the instructor method of grading.
Prerequisites:     Must match those in the course description found in the college catalog.  You may add additional information as needed.
Required Text:     Update annually.
Major Topic Outline:     Briefly cover all major topics.  This should help the student understand the major content topics to be covered in the course.
WORKSHOP OUTLINE

Name of Workshop:





Course Number:









Hours:









Date(s) offered:

Institution:     Clackamas Community College

Instructor:

Workshop Description:

Workshop Objectives:

Student Learning Outcomes:

Text/Handouts Provided (please list or attach):

CLASS SYLLABUS

The purpose of the class syllabus is to clearly describe the content and operation of the class so the instructor and students have a mutual understanding of performance expectations and learning outcomes.

Every class section will have a syllabus written and distributed to each student.

Instructors may design their own syllabus format and add information unique to their area, but all syllabi will contain the following minimum information:

1. Instructor Information

Office Hours/Office Location

Telephone extension

Email address

2. Grading Methods & How Grades Are Determined

Attendance requirements and relation to grade

Tests scheduled and relation to grade

Assignments and relation to grade

Other student performance standards
WebAdvisor (CougarTrax) /access to grades

3. Course Information

Course title and number

Credits

Course meeting dates, times and location

Course description

Student learning outcomes

Course objectives (also indicate library and/or electronic    

     information resources.)

Required text or readings

Major topic outline

4. Optional Information

Safety precautions

Calendar updates

Academic dishonesty rules

Disabled student services (model statements for referral 

     are available on the Counseling department DSS 

     website.)

CCC GENERAL EDUCATION OUTCOMES                Course Name and Number: ___________
COURSE OUTLINE MAPPING CHART

 Mark competencies addressed by this course.
· Mark “C” if this course completes the criterion/competency

· Mark“S” if a substantial portion of the criterion/competency is met in this course

· Mark “P” if the criterion/competency is partially met in this course
 As a result of completing the AAOT /ASOT, students will be able to:
	1. OUTCOME: Writing
	

	A. Write fluently and appropriately for a variety of audiences, situations, and academic disciplines.

B. Revise effectively.

C. Use technology to prepare manuscripts and pursue research.

D. Respond to and defend positions on complex ideas, issues, and texts, using sources effectively and ethically.
	

	E. 
	

	F. 
	

	G. 
	

	2. OUTCOME: Speech and Communications
	

	A. Use knowledge of various influences on the communication process to create and interpret messages.

B. Organize and deliver effective verbal and nonverbal messages.
	

	C. 
	

	3. OUTCOME: Mathematics
	

	A. Use college level mathematics to analyze and solve problems.

B. Recognize mathematics applications and apply appropriate techniques to arrive at solutions.

C. Accurately interpret and communicate results.
	

	D. 
	

	E. 
	

	4. OUTCOME: Humanities, Arts and Letters
	

	A. Analyze and form critical responses in subjects such as literature, music, the visual and performing arts.

B. Make use of the creative process to enrich their quality of life; critically analyze their values and ethics within the stream of human experience.

C. Engage more fully in local and global issues.
	

	D. 
	

	E. 
	

	5. OUTCOME: Social Sciences
	

	A. Apply analytical skills to historical and contemporary social phenomena so as to explain, evaluate, and predict human behavior.

B. Apply knowledge and experience to achieve an informed sense of self, family, community, and society.
	

	C. 
	

	6. OUTCOME: Science
	

	A. Demonstrate basic knowledge in science.

B. Apply scientific knowledge in the process of understanding and analyzing relevant issues.

C. Understand, analyze, and critically evaluate scientific data.

D. Explain how science investigates and develops explanations of physical phenomena.
	

	E. 
	

	F. 
	

	G. 
	

	7. AAOT  EMBEDDED FOUNDATIONAL CONTENT:
	

	A. Demonstrate information literacy and critical analytical activity.

B. Demonstrate an awareness of culture and community issues, values, resources and diversity.

C. Express growing awareness of physical activity as part of a healthy lifestyle.
	

	D. 
	

	E. 
	

	8. ASOT OUTCOMES: 
	

	A. Understand and apply micro- and macroeconomic theories and models to individual, group, and societal behavior and choices.

B. Recognize and apply business statistical methods and explain how they affect business decision making.

C. Prepare letters, reports and memos related to business topics using technology.


	

	D. 
	

	E. 
	


