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INSTRUCTIONS FOR COURSE OUTLINE 2010
Please note that all the new templates are made up of tables. Please turn on the table gridlines, if they do not appear when you open up the course outline template. They are light blue in color and do not print. They are used as a guide where to place your cursor and insert the required information.
If you don’t see the gridlines when you open the file, select the table by clicking next to one of the colons (:) and then, on the Layout tab on the Ribbon, click the Show Gridlines option (in the Table group).
If you need further instruction on working with tables go to 
http://office.microsoft.com/download/afile.aspx?AssetID=AM103824421033
If you are going to copy and paste from an old outline please make sure to change your text to the destination format on the course outline. To do this Select the text that you want to move or copy, and then press CTRL+C to copy the text. Click where you want to paste the text, and then press CTRL+V. 
Click Paste Options[image: image1.png]


, which appears after you paste the text and then select Match Destination Formatting. 
If you need further instruction on How to Keep the Source Formatting go to:

http://office.microsoft.com/en-us/word/HA102157081033.aspx?pid=CH100970211033
1.
DISCIPLINE(S): This is where you list the discipline or disciplines that the faculty who teach this course must be qualified to teach. Usually, it will be only the discipline of the course ID number: history, philosophy, mathematics, etc. However, a few courses might be appropriate for faculty with other disciplines to teach. For example, English 135, Business English, has two disciplines listed: English and Business. Be sure to check with the department chair and dean before adding other disciplines on this line. It should be a department/discipline decision. Do not put the name of the department here if it is something like Digital Graphics or Human Services. Check the Minimum Qualifications for Faculty and Administrators in California Community Colleges to see which disciplines might be appropriate to teach those courses.
2.
COURSE ID NUMBER: This is the number of the course like History C170 (we now put “C” in front of the number to distinguish it from the ID number for Orange Coast College and Golden West College).

3.
COURSE TITLE: This is the official title of the course like U.S. History to 1876 or Introduction to Biology or Plein Air Painting. 

4.
ABBREVIATED TITLE (30 characters max. including spaces): Use the Course Title unless it is longer than 30 characters; then abbreviate it.

5.
COURSE UNITS: Check with the department chair and dean for the hours.


6.
TOTAL SEMESTER HOURS: ______ Lecture
 ______ Non-Lecture

7.
REPEATABLILITY:
	Yes
	
	No
	
	If yes, how many times?
	
	(Explain in #17)


No course can be repeated more than three times. Most courses cannot be repeated. Again, check with the department chair and the dean. If the course can be repeated, add a sentence at the end of the catalog and schedule descriptions stating, “This course may be taken four times” (or however many times it can be taken).

8.
GRADING METHOD: (Check One)

	Student Option
	
	Letter Grade
	
	Pass/No Pass
	
	Non-Credit
	



Most Coastline courses have the Student Option. That means that the student can 
choose whether to receive a letter grade in the class or to take the class on a 
Pass/No Pass basis (this used to be called Credit/No Credit). A few courses require 
only a letter grade because of transfer requirements.
9.
PREREQUISITE: Again, check with the department chair and dean.  Most Coastline courses do not have prerequisites: English composition, mathematics, and international languages are a few that do. If a course has a prerequisite or co-requisite, this means that Banner will not allow the student to enroll in the class unless he or she has the required prerequisite course on his or her transcript.
10.
COREQUISITE: Again, check with the department chair and dean.  

11.
ADVISORY: Put here any courses or skills that the student really should have to be successful in this course. Unlike prerequisites and co-requisites, these are not mandatory—just recommendations.

12.
MATERIAL FEE: Most courses do not have material fees. Check with the dean and department chair. If a course has a material fee, a Material Fee Justification Form must be attached to the course outline.

13.
CATALOG DESCRIPTION: This is the description of the course that will appear in the catalog.

14.
SCHEDULE DESCRIPTION: This is the description that appears in the printed class schedule and in the electronic class schedule. It can be the same as the catalog description, or it can be a shorter description or one that might have more appeal to students, to encourage them to enroll in the course.  
15.  
STUDENT LEARNING OUTCOMES:  

After successful completion of the course, the student will be able to do the following:

COURSE-LEVEL OUTCOMES:

List 1-3 robust measurable real-world outcome statements of what students should be able to do after taking this course as a result of having learned what this course offers. (Don’t tell what the student will do while he or she is taking the class.) At least one, SLO must include higher-level critical thinking verbs (see Bloom’s Taxonomy). The discipline office can show you examples of SLOs in other courses.

LESSON OR UNIT–LEVEL OUTCOMES (optional):
These are not required, but it is a good idea to list specific smaller outcomes of things the student would be able to do after learning a particular lesson or unit.  

16.
COURSE CONTENT:

Write a list of major topics covered in the course, in outline format using Roman numerals. Do not list chapter titles from a particular textbook.
17. 
REPEATABILITY CONTENT EXPLAINED (see #7):


Can a student take this course more than one time? If so, write a sentence or two describing what the student will learn the second time that he or she takes the course, the third time, and the fourth time. No course can be taken more than four times. Most courses cannot be repeated. Again, check with the department chair and the dean.  If the course can be repeated, add a sentence at the end of the catalog and schedule descriptions stating, “This course may be taken four times” (or however many times it can be taken).

18.
CLASSROOM INSTRUCTION: Instructor-initiated learning strategies and activities, for classroom instruction for all courses.

Write a paragraph that describes what an instructor would probably do in the classroom to teach the course: things such as lecturing, facilitating discussions, giving PowerPoint presentations, etc. Do not include what students do. Do NOT tell what instructors will do in Distance Learning sections
19.
STUDENT ACTIVITIES (activities and homework that students will do): 

Write a paragraph or list the activities that students will do in and out of the class such a reading the textbook, writing essays, working on group projects, painting, etc. Do NOT tell what Distance Learning student’s will do.
20. 
ASSESSMENT METHODS: (Measurements of learning outcomes)

Fill out this form as completely and specifically as possible, describing the style and content of each assessment method to be used in measuring SLOs. Don’t use just check marks. Written assignments are required for ALL courses.   
	Assessment Method
	Describe the style and content of each assessment method to be used in measuring SLO’s.

	Quizzes
	

	Written Assignments
	

	Midterm Examination
	

	Essay Examination
	

	Objective Examination
	

	Reports
	

	Projects
	

	Mathematical Problem Solving Exercises
	

	Non-Mathematical Problem Solving Exercises
	

	Skills Demonstration
	

	Final Examination
	

	Other
	


21.
RECOMMENDED BOOK(S):  

List the textbook or textbooks that are recommended for this course. Title 5 requires college-level education materials. Check with the Department Chair and other faculty who will be teaching this course to see if all agree that one particular textbook is to be used. If individual instructors use different textbooks this section of the course outline could give a list of possible textbooks that instructors can choose from.
22.
SUPPLEMENTAL READING: 


Coastline Community College’s Virtual Library:  http://coastline.edu/library
List here any other reading materials students can or should read. Give title, author, 
edition, year of publication, and publisher.
23.
OTHER REQUIRED SUPPLIES AND MATERIALS:
24.
(Please see department chair or discipline office for the following information)

	Baseline Enrollment:
	
	Division #
	
	Department :
	


The discipline office should fill out this section.
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