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Technical Review
Guidelines for the COURSE OUTLINE

Introduction

The following is provided as guidance for faculty completing a course outline form.  It is highly recommended that the course originator contact the chair of the Valley College Curriculum Committee (VCCC) to arrange a meeting to discuss completing the more technical aspects of the form (e.g., class hours, TOP codes).  

A flowchart detailing the curriculum process and all necessary forms are available on the VCCC website at http://www.lavc.edu/vccc/. Course originators need to be aware that the process takes time. Once a new course is approved at the campus level, a new course to the district will need Board approval and possibly State approval.  New courses approved in the Fall are effective the following Fall and new courses approved in the Spring are effective the following Spring.

What is the purpose of the course outline?

The course outline represents a contract between the college and the student about the minimum required components for that course.  That is, any student taking the course from any instructor will be taught the same content and asked to achieve the same course objectives as stated in the course outline.  This ensures a minimum level of standardization in content and objectives (e.g., a student taking English 28 from any instructor should be have the opportunity to learn the same skills and achieve the same course objectives, and thus, upon successful completion, be prepared to move on to English 101).

Another use of the course outline is as a resource for someone teaching the course for the first time.  Therefore, many sections of the course outline require the originator only give examples and are not set in stone (e.g., textbooks, assignments).  Lastly, the course outline is assessed by four-year institutions for articulation purposes.

Any instructor teaching a course should prepare a course syllabus, which is a contract between that instructor and the student about how the instructor will carry out the terms of the course outline contract, including specific dates and grading standards.  The syllabus can include methods and topics in addition to those specified in the course outline, but should clearly show that the instructor is addressing the objectives and content as specified in the outline.  Suggested elements of a syllabus are provided on the VCCC website.

What follows are suggestions for how to complete specific sections of the course outline form.  These are meant as guidance and can help the originator better meet the expectations of the curriculum committee.

Course Description

The Course Description should clearly state the scope of the course, level, student goals it is designed to fulfill and its target audience.  Each course should be clearly distinguished so that no two courses appear to be the same (unless the courses are cross–listed, are honors sections, or are directed study courses).    

The Class Schedule description is shorter and more general than the Catalog Course Description.  In some instances it is possible that the catalog and schedule descriptions may match.  Information stated in the course descriptions should appear in detail in the content or objective sections of the outline.

Prerequisites, Corequisites, and Advisories

If a course is submitted that has a prerequisite, corequisite or advisory, it needs to be accompanied by a validation form.

Content and Scope

The purpose of this section is to:

1. specify what, by law, instructors are required to teach

2. guide new instructors and hourly instructors in planning their courses

It is important to provide enough detail here to achieve this, but not so much as to stifle academic freedom.

In cases where there is a sequence of courses (e.g., Piano 1, 2, 3 and 4), make sure that the outlines indicate the differences among these courses.  

If a course has both lecture and lab components, there should be separate course content for each component.

Course Objectives

Objectives should address the entire course and not specific lessons (5-7 is an appropriate number of course objectives).  Objectives are what a student will learn upon successful completion of the course.  Use active verbs that describe observable, measurable behaviors and skills.  For degree applicable courses, course objectives should stress critical thinking skills.  If a course has both lecture and lab components, there should be separate course objectives for each component.

Required Texts

Include a specific title, author, and date for the publication.  The date should be recent.  This is a representative list – instructors are not required to use the text listed here.  This section provides guidance for new and hourly faculty and gives the 4–year institutions an idea of the level of texts we use for courses.

Writing Assignments 

Title 5 states that grades are to be “based on demonstrated proficiency in subject matter and the ability to demonstrate that proficiency, at least in part, by means of essays or, in courses where the curriculum committee deems them to be appropriate, by problem-solving exercises or skills demonstrations by students.”    

The assignments should be directly related to course objectives – as it says in the directions “based on demonstrated proficiency in the subject matter.”  Again, the list is representative (“may include, but are not limited to”).

Representative Outside Assignments

Outside assignments are any assignments completed outside of a scheduled class meeting, such as homework.  If the course is a lab with no homework, there should be no outside assignments.  

Representative Assignments that Demonstrate Critical Thinking

This section is required under Title 5 for all degree-applicable courses.  Provide examples that are detailed enough to show how critical thinking (analysis, synthesis, evaluation) is involved.  The level of critical thinking required should be commensurate with the level of the course.  For example, a transferable major required history course should require a higher level of critical thinking that a non–degree applicable Developmental Communication course.

The college-wide student learning outcomes on information competency and reasoning skills may provide a useful reference.  

Supplies

Only out of the ordinary items (e.g., computer disks, track shoes) should be listed, not paper, pencils, and textbooks.

Computer Competency, Information Competency, Diversity

These elements are included in the course outline to encourage the development of these skills across the curriculum.  However, they may not be applicable to every course.  If the course does not include one of these elements, leave the section blank or write “not applicable”.  If a component may be part of the course, be sure to explain how in the appropriate section.  

Computer Competency

Computer competency is included in a course when the use of the computer is integral to the course content or achieving the course objectives.  Examples would include lab assignments completed on a computer simulation, programming a computer, or using computer software or hardware to achieve course objectives (e.g., journalism, broadcasting, CAD design, GIS, courses that teach how to use specific computer software).

Information Competency

As stated in the college-wide student learning outcomes, “students need to know how to access accurate information, evaluate the quality of the information obtained, and analyze, synthesize, and organize the information.”   Information can be obtained through research, data gathering, interviews, etc.

The college-wide student learning outcomes on information competency may provide a useful reference.  

Diversity

Diversity is content based and should be reflected in the course outline.  This can be elements that definitely will be discussed as part of the course outline, or examples that are likely to be included.  

Having students from a diverse background in the class is not the same thing as having diversity in the curriculum.

SCANS competencies

SCANS is only required for vocational TOP codes, but should be done for every outline.  The competencies checked need to be supported by the rest of the document.

