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Recommendations of the Sub-Committee for Course Outlines

May, 2011
Members: Rich Albers, Steve Beining, Carol Burnell, Nick Hamel, Wes Locke, David Miller 
1. Formatting Procedures

a. To facilitate re-formatting on demand, the sub-committee recommends that course outline data be separated from formatting. Data should be entered into text fields in a database. This will allow the college to apply CSS-style formatting rules to the data to match the formatting used at the audience location.   
b. To better manage versioning (i.e., to ensure users’ can access only the most up-to-date version of the course outline), the data should be kept centrally in a single database and accessed through reporting tools connected to the college website. 
2. Data entry procedures: The sub-committee recommends the data for course outlines be entered once into a database, correctly, and then pulled electronically into the various places each field needs to go (course description to catalog, for example).
3. Writing Style Guidelines: The sub-committee recommends that course outlines follow Northern Arizona University Writing Style Guide
4. The sub-committee recommends the following course outline fields be used:

COURSE OUTLINE

Title: 







Course Number:

Credits:

Date: 

Institution: 

Outline Developed by:

Type of Program: 

Course Description:

Student Learning Outcomes:

Length of Course:

Grading Method:

Prerequisites and Corequisites:

Major Topic Outline:

CCC AAOT/ASOT General Education Outcomes: 
5. Where possible, course outline data should reflect the examples provided in Appendix A

6. We recommend that when writing student learning outcomes, faculty should follow the guidelines provided within Appendix B “Writing Student Learning Outcomes.”
Appendix A: Examples to be used by authors of course outlines

COURSE OUTLINE
Title: 






Course Number:
Credits:
Date: Date should reflect the most recent course outline update. Course outlines should be 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: Select all that apply from the following list:

· Lower Division Transfer

· Career Technical Education Preparatory

· Career Technical Education Supplementary

· Developmental Education
· Other?
Course Description:   A up-to-300 character description which will appear on the catalog, schedule, and marketing literature.  The audience will include students, advisors, faculty, other colleges, and the State, so it needs to be a brief, but comprehensive, description of both content and outcomes.  Complete sentences are optional, as content is more important than structure.  
Examples:  
RD-080 Fundamentals Of College Reading
This course focuses on fundamental reading skills for non-fiction text, including identifying main ideas, supporting details and organizational patterns.  Vocabulary improvement emphasizes dictionary skills. Core reading comprehension strategies and inferences are introduced.

[Words: 32; Characters with spaces: 276]

WLD-212 SMAW Pipe Welding

This course provides theory and practical instruction in an open root V group pipe welding using E6010 and E7018 electrodes.  Oxy-fuel pipe cutting will be included.
[Words: 26; Characters with spaces: 165]

WR -121 English Composition

Reviews and expands of the academic essay; teaches students to analyze and develop a topic, write grammatically correct and organized essays, read professional writing, and apply writing techniques to a range of academic essay styles.
[Words: 35; Characters with spaces: 234]

[Recommend to eliminate this section]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.    
EXAMPLES:  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.
Student Learning Outcomes:  A bulleted list of what the student should be able to do, know, demonstrate, understand, etc. as a result of successful completion of the course learning activities.  Each item should begin with student-centered verbs such as:  demonstrate, evaluate, apply, diagram, summarize, repair, use, weld, correlate, dissect, etc.   This list should begin with the phrase:
“Upon successful completion of this course, the student should able to…”
For more information and examples, see the Appendix A “Writing Student Learning Outcomes.”

EXAMPLE:  
Upon successful completion of this course, the student should be able to:

· make common social introductions using appropriate Spanish grammar constructs and vocabulary.

· perform correct fillet welds and groove welds using shielded-metal arc welding, gas metal arc welding and flux- cored arc welding techniques.

· 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, 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., Letter grade only; Letter grade (A-F) or Pass/No Pass; or Pass/No Pass only; Audit)
Prerequisites and Corequisites:   Enter courses that are required prior to taking the course or concurrently with the course.  You may add additional information as needed.
Major Topic Outline:   Briefly cover all major topics.  This should help the student understand the major content topics to be covered in the course.
CCC AAOT/ASOT General Education Outcomes:   See “The General Education Outcomes Assessment Form, How to Use It, and Why A Guide for CCC Faculty” document for help in filling out this section of the outline.

Appendix B - Writing Student Learning Outcomes

Student learning outcomes serve as the foundation for identifying and communicating the goals and purposes of a course to colleagues and students. Student learning outcomes are specific statements that describe the knowledge, skills, abilities, and attitudes that students are expected to have as a result of their successful completion of the curriculum.  They describe what students will be able to do as a result of the class as opposed to what a student will be doing in the class.  They also provide the basis for the assessment plan, as assessment methods cannot be crafted unless the intended student learning outcomes are clearly identified.
Identifying Student Learning Outcomes

Best practices in writing student learning outcomes (SLOs) are summarized below.

1. The SLOs are specific to the course they are associated with.

2. The SLOs focus on what is critical to the course.

3. The SLOs describe what a student will be able to do with the knowledge, skills, abilities, and attitudes* that students are expected to gain as a result of their completion of the course. 

4. The SLOs are written in a manner that is clear and understandable to both faculty within the discipline and students who may be interested in taking the course.

5. The SLOs use action verbs. They generally require students to use higher-order thinking skills and draw upon many discreet skills and/or areas of content. Concrete verbs such as define, classify or formulate are more informative than more vague verbs like understand or know. Outcomes describe what the student can do or how they will be able to apply what they have learned. 
6. The SLOs are strong enough to drive the curriculum; reading the SLOs would provide a faculty member within the discipline the needed information to determining appropriate learning activities within the course.

7. The SLOs are realistic given the typical student who enters the program, the expected level of rigor in program courses, and the resources available to support student learning.

8. The SLOs are assessable. It should be feasible to measure the outcome directly or to measure things that reasonably indicate that students have attained the outcome.

One acronym useful to remember when writing goals, objectives or outcomes is S.M.A.R.T. – Specific, Measurable, Acceptable Attainable, Realistic, and Targeted Tangible.
Cognitive Domain

Learning Outcomes Related To Knowledge

	Knowledge
	Comprehension
	Application
	Analysis
	Synthesis
	Evaluation

	Student remembers or
recognizes information or specifics as communicated with little personal assimilation.
	Student grasps the meaning behind the information and interprets, translates,
or comprehends the
information.
	Student uses information to relate and apply it to a new situation with minimal instructor input.
	Student discriminates,
organizes, and scrutinizes
assumptions in an attempt to identify evidence for a conclusion.
	Student creatively applies knowledge and analysis to integrate concepts or construct an overall theory.  
	Student judges or evaluates information based upon standards and criteria, values and opinions.

	Cite

Label
List

Enumerate

Identify

Imitate

Match 

Name

Quote

Recall

Reproduce 

State

Write
	Convert

Define 

Describe

Discuss

Estimate

Explain

Generalize

Identify

Illustrate

Locate
Paraphrase

Restate
Summarize
	Apply

Chart
Compute 
Demonstrate

Determine

Dramatize

Establish

Make

Manipulate

Prepare

Project
Solve 
Use
	Analyze
Compare
Contrast
Correlate

Diagram

Dissect

Differentiate

Distinguish

Infer

Investigate

Limit

Outline
Separate
	Assemble

Create

Construct
Design 

Develop

Formulate

Generate
Hypothesize

Initiate
Invent

Modify 

Reframe
Synthesize
	Access

Appraise

Conclude

Critique

Decide 

Defend

Diagnose

Evaluate

Judge 

Justify
Rank
Recommend
Support 



Basic
More Sophisticated

Knowledge
Higher Level Thinking

Level
Critical Thinking

Psychomotor Domain

Learning Outcomes Related To Skills

	Observe
	Model
	Recognize Standards
	Correct
	Apply
	Coach

	Students translate sensory input into physical tasks or activities.  
	Students are able to replicate a fundamental skill or task.
	Students recognize standards or criteria important to perform a skill or task correctly.
	Students use standards to evaluate their own performances and make corrections.
	Students apply this skill to real life situations.
	Students are able to instruct or train others to perform this skill in other situations.

	Hear

Identify

Observe

See

Smell

Taste

Touch

Watch

*Usually no outcomes or objectives written at this level.
	Attempt

Copy

Follow

Imitate

Mimic

Model

Reenact

Repeat

Reproduce

Show

Try


	Check

Detect

Discriminate

Differentiate

Distinguish

Notice

Perceive

Recognize

Select


	Adapt

Adjust

Alter 

Change

Correct

Customize 

Develop

Improve

Manipulate

Modify

Practice

Revise
	Build

Compose

Construct

Create

Design

Originate

Produce


	Demonstrate

Exhibit

Illustrate

Instruct

Teach

Train





Adapted from    http://www.morningside.edu/academics/research/assessment/documents/Writingstudentlearningoutcomes.pdf
Tables of verbs developed by Janet Fulks and Kate Pluta, Bakersfield College, C
Basic	Knowledge	More Sophisticated Skills


Basic Skills	Higher Level Abilities


Level	Critical Understanding of Performance








