
APPENDICES

Curriculum Related Due Dates

(All dates are approximate)

Course Outline Deadlines:


Catalog and Schedules for the following
2nd Friday in December



academic year (Sum, Fall, Win & Spr)


Schedule Deadlines:


Summer/Fall schedule windows
Opens: last week in January



Closes: last week in February


Winter/Spring schedule windows
Opens: mid May



Closes: first week in July

Publishing Dates:


Summer/Fall
Hardcopy: 1st week in May



Web: mid April


Winter/Spring
Hardcopy: 1st week in November



Web: mid August

Curriculum Sheets:



Last year’s copies to Divisions
last week in January


Corrections due to Curriculum Coordinator
2nd week in February


Draft Copies sent to Divisions
last week in February


Final Sheets to publisher
mid March

State Applications for Program Approval:


New Programs for the following academic year
1ST Friday in December


Program modifications for the following
1ST Friday in December



academic year

IGETC and CSU General Education:


Deadline to submit courses to the Articulation
December 1st 



Officer for approval for the following 



academic year

UC Transferability:


Deadline to submit courses to the Articulation
June 1st


Officer for approval for the following 



academic year (there is no deadline for CSU)

CAN (California Articulation Number System):

Courses maybe submitted throughout the year (some exceptions apply, see the Articulation Officer for details).

FOOTHILL COLLEGE

Division/Department Curriculum Committee Meeting Report

Division/Department:


Date of Meeting:


Attendees:

ACTION ITEMS AS APPROPRIATE:

I.  Course Updates:  Please list the course ID, course title and type of action.

Example: ART 4A
Intro to Drawing
revised (new, deleted)

II.  Distance Learning:  Please list the course ID, the type of delivery (Web or Other) and the date approved.

Any courses with prerequisites/co-requisites require a completed Content Review Form (see Appendix, pages W through BB).

III.  Certificate Updates:  List each certificate title and the type of action.  (Please attach a “Certificate Cover Sheet” for each certificate.)

III.  Other:
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FOOTHILL COLLEGE

Course Outline Cover Sheet Helpful Hints

HEADER
1.
Effective Quarter:  This is the quarter in which the course will first be taught or the first quarter a change will go into effect.  


The general guidelines for when a course may be put into effect is as follows:

· December deadline: all courses for next year’s CATALOG and SCHEDULES beginning with the following SUMMER QUARTER.

2.
Division:  Division please, not department.

3.
Prepared by:  This is the person that has written the course outline.

4.
Date:  The date the outline is completed/turned in to the division.

5.
Course ID: 

6.
Title:  

7.
Units:  

8.
Delete/New/Revision………:  This section indicates what action is being initiated by this form.

NEW/CHANGED/CORRECTED & PREVIOUS INFORMATION

This section should be the simplest part of completing this form.  The rule of thumb should be LESS IS MORE.  For new courses, obviously, every line should be completed.  For changes and corrections, please only fill out those lines that should be changed/corrected.  Please note that I’ve deleted the “No Chgs” column and added a “Chgs” column.

9.
Course ID & Units:  

10.
Title:

11.
Distance Learning:  This has just been added to the cover sheet.  Please include the date of Divison approval.
12.
Prereqs, Coreqs & Advisories:  All prereq’s, and coreq’s require that a Content Review Form be completed and filed with Matriculation.  Advisories also require a Content Review Form but those forms come directly to me, not matriculation. (Forms are available from my office.)
13.
Credit:  Please note: “Degree applicable” does not mean that the course is required for a degree.  
14.
Transferabilty:  Transferability is something that must be established through an application process, not something that is determined by Foothill.  Please see Bernie Day, our Articulation Officer, while writing your course outline for assistance in determining whether a course might be transferable.
15.
Total hrs per week:  
16.
Lec, Lab & Lec/Lab hrs:  
17.
Account Code:  
18.
Grade Type:  
19.
Repeatability:  
20.
Seat Count & Load Factor:  
21.
Discipline:  
22.
Cross Listed as:  
23.
Secondary Division:  To be used in the event that a course is cross-listed with a second division.
24.
Identify areas of change/correction:  In this section, please keep all comments brief, for example:



#2 Expected Outcomes – major changes


#7 Texts – additional text

Completed and signed forms go to the Curriculum Coordinator.  DO NOT turn in a hard copy of the outline to the Curriculum Coordinator; DO forward an electronic version of the outline

EXAMPLE: Prerequisite and advisory; cross listing; repeatability criteria detailed in Expanded Description: (preferred method of handling repeatability justification) cultural diversity: 2.C.,4.G.

Outline has been edited for handbook.

FOOTHILL COLLEGE

COMPUTERS, TECHNOLOGY, AND INFORMATION SYSTEMS







 
DEGREE APPLICABLE

COMPUTER INFORMATION

SYSTEMS 142A


  COURSE OUTLINE
SUMMER 1999

1. 
Catalog Description

CIS 142A   
    
     GRAPHICS PROGRAMMING
4 UNITS



 

    ON THE IRIS WORKSTATION

Prerequisite:  CIS 25A. CIS 53 recommended (may be taken concurrently).

Advisory:  Not open to students with credit in GRDS 55.

May be taken three times for credit.


Three hours lecture, three hours laboratory. 


A programmer's introduction to the Silicon Graphics GL graphics library. An in-depth 


examination of the 2D and 3D graphics primitives of "GL" as well as the  color, shading, 


lighting and transformation subroutines built into the IRIS Workstation.

2.
Expected Outcomes


The student will be able to:


A.
read and comprehend the GL graphics library reference manual.


B.
write graphics programs on the IRIS workstation.


C.
discuss the primary uses and applications of this library in a professional environment. Examples will reflect a pluralistic society.


D.
analyze graphics programs for errors.


E. 
debug graphics programs and identify inefficiencies.

3.
Special Facilities and/or Equipment Needed

Access to lab with Silicon Graphics IRIS Workstation.

4.
Expanded Description of Course Content


A.
Topics of concentration covered when taking the course for the first time:



1.
High Performance Drawing




a.
Lines, points and polygons




b.
Meshes




c.
Rectangles and circles



2.
Old Style Drawing



3.
Characters and Fonts



4.
Input Subroutines




a.
Polling




b.
Queuing



5.
Animation




a.
Writemasks




b.
Double buffer mode



6.
Hidden Surface Removal


B.
Topics of concentration covered when repeating the course for the first time:



1.
Pixels




a.
Pixel formats




b.
Efficient Reading and Writing




c.
Old style pixel access



2.
More on input Subroutines




a.
Special devices




b.
The event queue




c. 
Keyboard devices




d.
Cursor devices



3.
More on Coordinate Transformations




a.
Hierarchical matrix




b.
Viewports and screenmasks



4.
Blinking



5.
Onemap and Multimap modes



6.
Gamma correction

5.
Repeatability Criteria


Different material is covered each time the course is repeated; see 4B and 4C above.

6.
Methods of Evaluation


A.
In-class exams


B.
Assigned graphics exercises


C.
Comprehensive final exam

7.
Text(s)
Silicon Graphics. Graphics Library Programming Guide Manual. Mountain View, CA., Silicon Graphics Inc., 1998

8.
Authorized Discipline(s)


Computer Information Systems


Computer Science

EXAMPLE: no prerequisite; no repeatability; cultural diversity: 2.J.,4.F.

Outline has been edited for handbook.

FOOTHILL COLLEGE

BIOLOGICAL AND HEALTH SCIENCES DIVISION


NON-DEGREE APPLICABLE

BIOLOGY 116
COURSE OUTLINE
SPRING 1998

1.
Catalog Description

BIOL 116
INTRODUCTION TO PLANT LIFE OF
2 UNITS



THE SAN FRANCISCO BAY REGION


One hour lecture, three hours laboratory. 

Introduction to the biology, ecology, classification and identification of vascular plants of the Bay Area through combined field and laboratory study.  Emphasis on floral anatomy, plant community structure, field identification techniques and use of identification keys.

2.
Expected Outcomes

The student will be able to:

A.
describe basic anatomical structure of three different types of blossoms (actinomorphic, zygomorphic, composite).

B.
construct and use a simple model of a basic dichotomous identification key.

C.
distinguish monocots from dicots.

D.
recognize characteristic attributes of at least five plant families.

E.
compare and contrast the life cycles of ferns and Angiosperms.

F.
define pollination, fertilization, alternation of generation and other basic botanical terms.

G.
compare at least three types of pollination syndromes and three types of seed dispersal mechanisms.

H.
discuss the effect of biotic and abiotic ecological factors on the development of natural vegetation patterns.

I.
discuss the impact of invasive exotic species on native California flora.


J.
discuss how different cultures have used plants in their societies.

3.
Special Facilities and/or Equipment Needed

Standard laboratory; students need hand-lens, field gear, binoculars.

4.
Expanded Description of Course Content
A.
Introduction to plant taxonomy


1.
Binomial nomenclature


2.
Taxonomic hierarchy


3.
Deciphering specific epithets

B.
Basic floral anatomy


1.
Structure and function of a "typical" flower


2.
Variations on a theme: actinomorphic, zygomorphic, perfect and imperfect 



blossoms

C.
How plants reproduce


1.
Life cycles of mosses, ferns, Gymnosperms, Angiosperms


2.
Alternation of generation


3.
Function of flowers and fruits


4.
Processes of pollination, fertilization, seed/fruit development


5.
Structure/function relationships



a.
Anatomical implications of pollination by wind, insects, birds, mammals



b.
Seed dispersal mechanisms and "strategies"

5.
Repeatability Criteria


Not Repeatable

6.
Methods of Evaluation
A.
Laboratory and field notebooks

B.
Field and laboratory identification of specimens

C.
Project: construction of simple dichotomous key

D.
Final exam

7.
Text(s)
Metcalf, Woodbridge.  Native Trees of the Bay Area. Berkeley, CA: University of 


California Press, 1998.

8.
Authorized Discipline(s)
Biology


Botany

EXAMPLE: Number change; Distance Learning in #3 and #7

Outline has been edited for Handbook.

FOOTHILL COLLEGE

FINE ARTS AND COMMUNICATIONS DIVISION


DEGREE APPLICABLE

(Formerly MUS 10A)



MUSIC 10                                            COURSE OUTLINE
WINTER 2000

1.
Catalog Description

MUS 10                                     MUSIC FUNDAMENTALS
                           4 UNITS


Four hours lecture, one hour laboratory.

Study of the basic elements of music (pitch, rhythm, harmony, style and form). A variety of classroom and laboratory activities used to develop a basic understanding of these areas and to develop pitch and rhythm skills. Classroom pianos, records, tapes, compact discs and video tapes will be used. Includes singing of simple songs and music lines utilizing solfeggio, numbers and note name techniques.

2.
Expected Outcomes

The student will be able to:


A.
 develop a knowledge of music notation, the keyboard, key signatures, time, signatures, scales, triads, seventh chords, transposition, modulation, phrases, cadences, elements of style and elements of form.


B.
complete several assignments in the music lab.


C.
demonstrate the ability to write music in treble and bass clefs, using different meters and key signatures.


D.
practice skills in taking pitch and rhythm dictation and in playing simple keyboard examples.

3.
Special Facilities and/or Equipment Needed

A.
When taught on campus: laboratory with recorded and videotaped examples of materials used in class, computer-assisted instruction in music fundamentals, other learning materials such as the “Tap Master” rhythm programs and the “Mankin” dictation tapes.


B.
When taught via Foothill Global Access: on-going access to computer with e-mail software and capabilities; e-mail address; Java-script enabled Internet browsing software.

4.
Expanded Description of Course Content

A.
Staff, treble and bass clefs, alto-clef, keyboard.


B.
Rhythm notation: rests, measures, time signatures, simple meter, compound meter.


C.
Pitch.


D.
Scales: major, minor, pentatonic, chromatic and whole tone scales, church modes, key signatures, tonality, diatonic and enharmonic note relationships, circle of fifth, 



transposition, intervals and inversions.


E.
Harmony: circle of fifths, transposition, intervals and inversions, triads, seventh chords, inversions, figured bass, primary chords, progressions and modulation.


F.
Form: motive, phrase, cadence, theme, question/answer phrases, binary and ternary.


G.
Style: definition of terms, characteristics of various styles.


H.
Texture: monophony, polyphony and homophony.

5.
Repeatability Criteria


Not repeatable

6.
Methods of Evaluation


A.
Ten open book quizzes


B.
Take home study quizzes


C.
Workbook assignments and evaluation


D.
Laboratory log


E.
Final exam

7.
Text(s)

Mankin, Linda. Prelude to Musicianship. New York: Holt, Rinehart & Winston, 1989.


When taught via Foothill Global Access: supplemental lectures, handouts, tests and assignments delivered via e-mail and/or Internet; feedback on tests and assignments delivered via e-mail and/or Internet; class discussion may be delivered in chat rooms, list-serves and newsgroups.

8.
Authorized Discipline(s)


Music

EXAMPLE: X,Y,Z format style; Pass/No Pass

Outline has been edited for handbook.

FOOTHILL COLLEGE

BUSINESS & SOCIAL SCIENCE DIVISION




DEGREE APPLICABLE

REAL ESTATE 57, 57X, Y, Z
 COURSE OUTLINE
SPRING 2000

1.
Catalog Description


R E 57
SPECIAL APPRAISAL SEMINARS
1.0  UNIT


R E 57X

1.5  UNITS


R E 57Y

2.0  UNITS


R E 57Z

3.0  UNITS


Prerequisite: R E 56A


Advisory:  Pass/No Pass


May be taken for a maximum of six units.


One, one and one-half, two, three hours lecture.


Focused seminars on specific appraisal modules and subjects. For interested students 


and Real Estate and Appraisal professionals in the field.

2.
Expected Outcomes

The student will be able to:


A.
gain both theoretical and practical insights into the topic covered.

3.
Special Facilities and/or Equipment Needed

None

4.
Expanded Description of Course Content

A.
Instructor will lead in-depth seminars in appraisal.



1.
Seminars assume normal outside preparation for the student.



2.
Methods of presentation and content will vary with the topic.

5.
Repeatability Criteria

New topics and materials are presented each time a student repeats the course.

6.
Methods of Evaluation

Written analysis and special topics.

7.
Text(s)

Appropriate texts and reference materials will be required of an up-to-date and scholarly nature to cover the relevant subject matter.

8.
Authorized Discipline(s)

Real Estate

CREDIT MODE COMPARISONS – TITLE 5 REGULATIONS

	AA DEGREE CREDIT
	NON-DEGREE CREDIT
	NON-CREDIT
	COMMUNITY SERVICE

	55805.5  Content & objectives of course fall into one of categories a-e of this section of Title 5.
	
	84711a(1-9)  Education Code    Content & objectives of non-credit courses must fall in one of these 9 categories.
	

	55002a(1)  Recommended by curriculum committee. Approved by local Board.
	55002b(1)  Recommended by curriculum committee.  Approved by local Board.  Needed by eligible students.
	55002c(1)  Recommended by curriculum committee.  Approved by Board.  Needed by enrollees.
	55002d(1)  Approved by local Board.

	55002a(2)  Credentialed Instructor
	55002b(2)  Credentialed Instructor.
	55002c(2)  Credentialed Instructor.
	

	55002a(3)  Official outline with: (1) scope, units, objectives, & content           (2) reading & writing, assignments & homework         (3) teaching methods            (4) methods of evaluation
	55002b(3)  Official outline with: (1) scope, units, objectives, & content           (2) reading & writing, assignments & homework         (3) teaching methods            (4) methods of evaluation
	55002c(3)  Resource materials, attendance, achievement standards approved by curriculum committee.                        55002c(4)  Official outline with: (1) scope, objectives, & content  (2) teaching methods  (3) methods of evaluation.
	55002d(2)  Designed for physical, mental, moral, economic, or civic development.            55002d(3)  Provides subject matter content, resource materials, & teaching methods which the local Board deems appropriate for the enrollees.

	55002a(4)  Instructional objectives are common to all students.
	55002b(4)  Instructional objectives are common to all students.
	
	

	55002a(5)  Student performance is evaluated by essay unless problem solving or skill demonstration is more appropriate; a formal grade is assigned.
	55002b(5)  Student performance is evaluated & assigned a formal grade.
	
	

	55002a(6)  Carnegie Units: 3 hrs work per week per unit, prorated for labs, etc.
	55002b(6)  Work required per unit locally determined.
	
	

	550022a(7)  Scope & intensity of work require independent study outside class.
	
	
	

	550022a(8)  Entrance skills, prerequisites.
	55002b(7)  Prerequisites as applicable.
	
	

	550022a(9)  College level language & computational skills necessary.
	
	
	

	55002a(10-11)  Requires critical thinking, ability to apply "college level" concepts, vocabulary, & learning skills, as determined by local curriculum committee.
	
	
	

	55002a(12)  Uses educational materials approved by the curriculum committee as "college level".
	
	
	

	55002a(13)  Limits repeated enrollment. 
	55002b(8)  Limits repeated enrollment.
	
	55002d(5)  Open to all community members.


LOAD FACTOR CALCULATION TABLE

	HOURS
	LECTURE

15

Hrs Per Wk
	LEC/LAB

18

Hrs Per Wk
	LEC/LAB

18.75

Hrs Per Wk
	LAB

20

Hrs Per Wk
	LAB

21

Hrs Per Wk
	LAB

22.5

Hrs Per Wk

	0.1

0.2

0.3

0.4

0.5

0.6

0.7

0.8

0.9

1
	.0022

.0044

.0067

.0089

.0111

.0133

.0156

.0178

.0200

.0222
	.0019

.0037

.0056

.0074

.0093

.0111

.0130

.0148

.0167

.0185
	.0018

.0036

.0053

.0071

.0089

.0107

.0124

.0142

.0160

.0178
	.0017

.0033

.0050

.0067

.0083

.0100

.0117

.0133

.0150

.0167
	.0016

.0032

.0048

.0063

.0079

.0095

.0111

.0127

.0143

.0159
	.0015

.0030

.0044

.0059

.0074

.0089

.0104

.0119

.0133

.0148

	1.5

2
	.0333

.0444
	.0278

.0370
	.0267

.0356
	.0250

.0333
	.0238

.0317
	.0222

.0296

	2.5

3
	.0556

.0667
	.0463

.0556
	.0444

.0533
	.0417

.0500
	.0397

.0476
	.0370

.0444

	3.5

4
	.0778

.0889
	.0648

.0741
	.0622

.0711
	.0583

.0667
	.0556

.0635
	.0519

.0593

	4.5

5
	.1000

.1111
	.0833

.0926
	.0800

.0889
	.0750

.0833
	.0714

.0794
	.0667

.0741

	5.5

6
	.1222

.1333
	.1019

.1111
	.0978

.1067
	.0917

.1000
	.0873

.0952
	.0815

.0889

	6.5

7
	.1444

.1556
	.1204

.1296
	.1156

.1244
	.1083

.1167
	.1032

.1111
	.0963

.1037

	7.5

8
	.1667

.1778
	.1389

.1481
	.1333

.1422
	.1250

.1333
	.1190  

.1270
	.1111

.1185

	8.5

9
	.1889

.2000
	.1574

.1667
	.1511

.1600
	.1417

.1500
	.1349

.1429
	.1259

.1333

	9.5

10
	.2111

.2222
	.1759

.1852
	.1689

.1778
	.1583

.1667
	.1508

.1587
	.1407

.1481

	
	Lecture

Load Factor 
	Bio/Hlth

Busi/SoSc

CTIS

Fine Arts

Phys Sci
	Load for all others 
	HP

Spec Ed
	Bio/Hlth

CTIS

Phys Sci
	Load for all others 


	
	Heavy Load Courses:

ENGL 1A, 1B, 100, 110

ESL 25, 26, 167

AVIA
	Engl (8 classes/yr=.1250)

Math (9 classes/yr=.1111)

Speech (9 classes/yr=.1111)

Fine Arts (10 class/yr=.1000)

	
	CHEM

GEOL
	Library=37.5 hrs full load

Counseling=35.0 hrs full load

	
	MET

PHYS
	SPET (NC) 75 hrs full load

1 hr lab =.0133


LOAD FACTOR CALCULATION TABLE INSTRUCTIONS

To determine the load factor for a course using the Load Factor Calculation Table, find the appropriate number of hours per week in a twelve week quarter the course will meet in the Hours column. Move to the right across the page to the appropriate column (Lecture, Lec/Lab, Lab).  The value noted where the row and column meet represents the load factor for the course.

Pay attention to the information noted at the bottom of the columns. This information will help to decide which Lec/Lab and Lab columns to use for each division. Also note the information contained in the box at the lower left-hand corner, identified as “Heavy Load Courses.”  Load factor values for these courses are not included in the Load Factor Calculation Table.  Load factors for these courses are determined by the department and the Curriculum Committee (CC).

Load Factor

Load factor is determined using a quotient of contact hours and a number that has been determined by past practice of the department. Refer to the Faculty Handbook for a detailed report on load factor by department. The formulas used to derive the figures in the Load Factor Calculation Table are as follows:

Lecture classes: 45 hours per year are equivalent to a full contract. Load Factor figures for lecture classes equal contact hours divided by 45.

Example: A lecture course with 4 contact hours divided by 45 yields a load factor 

of .0889.

Lecture-laboratory classes: depending upon past practice in a department, a full contract for lecture/lab classes will either be 54 hours or 56.25 hours. Load factor figures for lecture/lab classes equal contact hours divided by either 54 or 56.25.

Example: A lecture/lab course with 4 contact hours divided by 54 (in a department where past practice dictates that 54 hours constitutes a full load) yields a load factor of .0741; a lecture/lab course with 4 contact hours divided by 56.25 (in a department where past practice dictates that 56.25 hours constitutes a full load) yields a load factor of .0711.

Laboratory classes: depending upon past practice in a department, a full contract for lab classes will either be 60 hours, 63 hours, or 67.5 hours. Load factor figures for lab classes equal contact hours divided by either 60, 63, or 67.5.

Example: A lab course with 4 contact hours divided by 60 (in a department where past practice dictates that 60 hours constitutes a full load) yields a load factor of .0667; a lab course with 4 contact hours divided by 63 (in a department where past practice dictates that 63 hours constitutes a full load) yields a load factor of .0635; a lab course with 4 contact hours divided by 67.5 hours yields a load factor of .0593.

Further information may be obtained from the Faculty Handbook, your Division Dean, 

CCC Division Faculty Representative, and Division Assistant.

Cultural Diversity References in Selected CORs

MATH 44

….appreciate the contributions made to mathematics by various cultures.

BIOL 1D

….describe some of the contributions made by eminent scientists, including women and minorities, to the fields of molecular and cell biology.

ECON 1A

….apply habits of scientific thought and critical and constructive thinking to living in a  culturally diverse society.

GEOL 10

….appreciate the contributions of men and women from diverse backgrounds in the earth sciences.

PHYS 6

….understand how different cultures have contributed to Physics.

SPED 52

…..Dynamics of working with special needs and diverse populations

P T 55

….compare and contrast the differences in training programs and performance with respect to gender and age.

GRDS 36

….discuss how images and icons of the past are being recontextualized to form new ideas and cross-cultural identities.

CIS 2

….analyze and discuss ethical and sociological issues relating to information technology.

ACTION VERBS: A-Z LISTING

analyze

apply

appraise

arrange

assemble

assess

calculate

classify

collect

compare

compose

construct

contrast

create

criticize

debate


define

demonstrate

describe

design

diagram

differentiate

discuss

distinguish

dramatize

employ

estimate

evaluate

examine

experiment

explain


express

formulate

identify

illustrate

inspect

integrate

interpret

inventory

judge

list

locate

manage

measure

memorize

name

operate

organize

plan

practice

predict

prepare

propose

question

rate

recall

recognize

record

relate

repeat

report

restate

review

revise
schedule

score

select

set up

show

sketch

solve

state

synthesize

tell

test

translate

use

value

ACTION VERBS BY OBJECTIVE

FOR WRITING EXPECTED OUTCOMES IN COURSE OUTLINES*
Analysis (objectives that require students to separate the whole into its parts, until the relationship among elements is clear)



analyze

contrast

distinguish

inventory


appraise

criticize

examine

question


calculate

debate


experiment

relate


classify

diagram

inspect

test


compare

differentiate

interpret 

translate

Application (objectives that ask students to use information in a situation different from the original learning context)


apply


employ


practice

translate


demonstrate

illustrate

schedule

use


   (a skill)

interpret

show


solve


dramatize

operate

sketch




Comprehension (objectives that ask students to summarize or paraphrase given information)


describe

express

recognize

review


discuss

identify

report


tell


explain


locate


restate

Evaluation (objectives that ask students to make decisions, judge or select based on criteria and rationale)


appraise

estimate

measure

score


assess


evaluate

rate


select


compare

judge


revise


value

Knowledge (objectives that ask students to recognize and recall facts and specifics)


define


name


record


repeat


list


recall


relate


state


memorize

Synthesis (objectives that ask students to combine elements to form a new entity)


assemble

create


organize

set up


arrange

design


plan


summarize


collect


formulate

predict

synthesize


compose

integrate

prepare



construct

manage

propose

*Adapted from Benjamin S. Bloom (Ed.) Taxonomy of Educational Objectives. Handbook 1: Cognitive Domain. New York: David McKay Co., Inc., 1956.

Prerequisite Requirements:  An Overview

What
New Title 5 requirements for prerequisites, co-requisites and advisories were expressed in a comprehensive Foothill-De Anza Board policy adopted in June, 1994.  This board document establishes college guidelines for developing policies and procedures related to prerequisites, co-requisites and advisories.

Why
Prerequisites, co-requisites and advisories have the potential of unfairly discriminating against students and/or limiting their access to the classes necessary to complete their educational goals.  Without prerequisites, the quality of some classes or programs may be jeopardized.  A properly designed set of prerequisites benefits the student, the instructor, and the college.

Who
The state model district policy  --  which is what our board has adopted  --  was developed by a state chancellor’s task force consisting of representatives of the state Academic Senate and Chief Instructional Officers.


The Chancellor’s Office has charged college matriculation officers with the responsibility of reporting on compliance with the new regulations.  College curriculum committees are charged with implementing them in a process that principally involves college academic senates and discipline faculty.

When
All new prerequisites must be established under these regulations.  

All prerequisites, co-requisites and advisories must be reviewed every six years to establish that each is still supported by the faculty in the discipline and the curriculum committee.   Prerequisites established between July 6, 1990 and October 31, 1993 must be reviewed by July 1, 1996.  (All others must be reviewed by the end of 1999.)

Catalog
The catalog and schedule of classes must provide information on prerequisites, co-requisites, and advisories for all classes, as well as procedures for challenging them.

Challenge
If the challenge process takes more than five working days, the college must reserve a seat for the student in the class.  The class instructor may not be involved in the challenge process.  The student may be subsequently un-enrolled if the challenge is failed.  If a prerequisite or co-requisite class isn’t available in a given quarter, the student may cite this circumstance as a justification to be allowed to enroll in the related class.

Curriculum
The Curriculum Committee must be principally involved with the 

Committee 
implementation of prerequisites, with its authority delegated by the college 


academic senate.  It must make all related approvals, including those 


pertaining to standards for degree applicable courses, limitations on 


enrollment, course outlines, and the necessity of communication or 


computation skills in a course.

Content
Content review must minimally involve the following:  involvement of faculty Review
with appropriate expertise;  consideration of course objectives;  a detailed 


course syllabus and outline of record, tests, etc.;  specification of knowledge 


and/or skills necessary at entry;  review of the prerequisite which develops 


the body of knowledge and/or measures skills so identified;  matching of the 


knowledge and skills in the targeted course and those developed by the 


prerequisite;  and documentation of all of the above. 

Satisfactory
Satisfactory completion of a prerequisite is defined as “A, B, C, or CR”.

Completion
A “D” grade does not constitute satisfactory completion of a prerequisite.

Program
Each prerequisite, co-requisite and advisory must be reviewed every six 

Review 
years as a part of the program review process  (see “When” above).

Imple-
Implementation must be done in some consistent manner and not be left 

mentation 
exclusively to the classroom instructor.  If the prerequisite is not enforced 


(i.e., if there is no enrollment block associated with it), then it is not a 


prerequisite and may not be identified as such.  Also, once students are 


placed in a class, they may only be removed due to incorrect placement 


through the administrative process, and not by the instructor.

Course
Each course for which prerequisites or co-requisites are established must be Outline
taught in accordance with the course outline, particularly those aspects of 


the course outline that are the basis for justifying the establishing the 


prerequisite or co-requisite.

UC and
Prerequisites may be established if, in addition to content review, the college CSU 
specifies as part of the course outline of record at least three of the 


campuses of the University of California or the California State University 


which reflect in their catalogs that they offer the equivalent course with 


the equivalent prerequisite(s) or co-requisite(s).  Other four-year college 


course equivalents do not qualify under this provision.

Computa-
Prerequisites establishing communication or computational skill requirements tional and 
may not be established across the entire curriculum.  They may only be 

Communi-
established on a course-by-
course basis.  In addition to a content review, 

cation 
the following must be done to establish skills such a prerequisite:  a list of 


the specific skills a student must possess in order to be ready to take the 


course must be included in the course outline of record, and research must 


be conducted according to specific requirements.

Two year
A communication/computational prerequisite or co-requisite may be 

grace 
established for a period of not more than two years while the research is 

period 
being conducted to establish it.  Up to 20% of the students not having the 


prerequisite may be admitted to the class for research to evaluate the 


prerequisite.

Cut Scores
Data must be collected to validate cut scores on placement tests.  If this 


data is insufficient to establish cut scores, any related course prerequisites 


may not be published or enforced until this problem is resolved.

Programs
In order to establish a prerequisite for a program, the proposed prerequisite must be approved in regard to at least one course that is required as part of the program.  If a college wishes to establish requirements to complete a course before admission to a program in order to establish priorities for admission to the program, such a requirement may only be established as provided under Limitations on Enrollment (see below).

Recency
Other measures may be established as a prerequisite only if, in addition to 

and other 
the review by the discipline faculty, at least one of the following is also done:  

Measures 
a survey of students asking their perception on the necessity of the 

of Readiness
 prerequisite;  comparison of the faculty members’ appraisal of the students’ 


readiness;  comparison of students’ performance with prerequisite 


completion;  and comparison of performance with test scores.

Limitations
Limitations on enrollment may only be established through the curriculum 

on 
committee by the discipline faculty in the following categories:  performance 

Enrollment 
courses (i.e. audition or trying out);  honors courses;  and blocks of courses 


or sections.  Limitations for performance courses must be reviewed at least 


every six years to determine whether the audition or try-out process is 


having a disproportionate impact.

Foothill College

Directions for Establishing Advisories, Prerequisites and Co-requisites

Title 5 requires that a content review must be done whenever advisories, prerequisites, co-requisites and other limitations on enrollment are established for a course.  Following are three forms to be used for this process: one (Form A) for each computational prerequisite, co-requisite or advisory; one (Form B) for each communication prerequisite, co-requisite or advisory; and one (Form C) for each non-communication/non-computational prerequisite, co-requisite or advisory.  Choose the appropriate form and follow the directions below. 

1.
Use one form for each advisory, prerequisite or co-requisite for the course being reviewed.  If you are recommending additional limitations on enrollment, use separate forms for each.

2.
Decide what kind of limitation on enrollment you want to impose:

•
If it is an advisory, or a pre- or co-requisite from within the same discipline, then a content review (filling out Form A, B or C per the instructions in #3) below is all that is needed.

•
If it is a prerequisite or co-requisite from a different discipline, then a content review and matriculation research will be needed.  The Matriculation Officer (Larry Miller, ext. 7639) will begin this process after one of the faculty members in the course’s discipline completes the Content Review Form and meets with him.

•
If you believe that there are UC or CSU equivalents for a pre- or co-requisite, the articulation officer (Bernie Day, ext. 7225) will confirm this and sign the Content Review Form.  If confirmed, matriculation research won’t be needed.  Note: Articulation of some transfer courses may be in jeopardy without computational or communication prerequisites or advisories.  Call Bernie Day for more information.
3.
Use one of the following Content Review Forms to get agreement with your colleagues.  Include at least one other faculty member from your discipline.  Also include two more faculty from the appropriate discipline if the recommended requisite is outside of your discipline and isn’t English or mathematics (these departments have developed the checklists used in forms A and B).

To get agreement, you and your colleagues can either

•
meet as a group to develop the entrance competencies list for your recommended advisory, prerequisite or co-requisite;  or
•
distribute a list by inter-campus mail to your colleagues and then collate that data into a new list that’s distributed for group consensus;  or
•
have individuals generate their own lists and then collate them for distribution and group consensus.

In all cases, also distribute the course outline for the course being reviewed, as well as the course outline for the recommended prerequisite or advisory.  When consensus is reached, have faculty members and the College Curriculum Committee’s division representative sign the Content Review Form.  The latter sign-off should indicate that this form has been reviewed by the Division Curriculum Committee.

4.
One of the faculty members in the course’s discipline then submits this form and the revised course outline (showing the new pre- or co-requisite, etc.) to the Curriculum Coordinator.  The Content Review Form will remain attached as part of the official course outline of record.

CONTENT REVIEW - FORM A
Computational Advisories, Prerequisites and Co-requisites 
Department or Program Name and Number and Title of course being reviewed:


Recommended Advisory/Prerequisite/Co-requisite*:



(*circle one)

For Computational Advisories/Prerequisites/Co-requisites, students should be able to:

(check from the list below and/or use the opposite side of this form)



Perform arithmetic operations with fractions, decimals, percents, and
Math 200



signed numbers



Perform basic algebraic operations with exponents
Math 101



Add, subtract, multiply and divide polynomials
Math 101



Solve simple inequalities
Math 101



Solve linear equations in one variable
Math 101



Understand coordinate systems and graph linear equations
Math 101



Solve systems of linear equations
Math 101



Solve equations using rational expressions
Math 105



Solve problems using roots and radials
Math 105



Solve and graph quadratic equations
Math 105



Perform calculations using exponents and logarithms
Math 105



Perform basic operations with complex numbers
Math 105



Solve problems using the trigonometric functions
Math 51



Perform calculations involving two dimensional vectors
Math 51



Perform calculations with complex numbers in trig form
Math 51



Understand function notation, composites, domain, range and other operations
Math 49



Understand functions of many types (polynomial, rational, radical, exponential,
Math 49



logarithmic, etc.)



Perform calculations and graph functions and their inverse functions
Math 49



Recognize and work with the conic sections
Math 49



Understand translations, scaling, and average rates of change of functions
Math 49



Find roots of equations
Math 49



Solve inequalities
Math 49



Perform matrix operations and computations
Math 11 or Math 2B

Discipline Faculty Signatures: 




CCC Division Rep’s Signature:

Date:


(not required for Advisories)

Articulation Officer: 

Date:


Matriculation Officer: 

Date:


Other necessary skills:

NOTE:
Because the skills listed below are not part of the checklist on the opposite side, two faculty from the Mathematics Department need to be part of this Content review and sign below.

For the Mathematics Department: 




CONTENT REVIEW - FORM B
Communication Advisories, Prerequisites and Co-requisites 
Department or Program Name and Number and Title of course being reviewed:


Recommended Advisory/Prerequisite/Co-requisite*:



(*circle one)

For Communication Advisories/Prerequisites/Co-requisites, students should be able to:

(check from the list below and/or use the opposite side of this form)

Reading:



follow the progression of ideas in a text.
ENGL 100/ESL 25



identify and distinguish main and subordinate ideas.
ENGL 100/ESL 25



interpret a writer’s meaning inferentially as well as literally.
ENGL 100/ESL 25



recognize a writer’s purpose (to persuade, to inform, to entertain, etc.)
ENGL 100/ESL 25



define unfamiliar words by decoding (word parts, phonetic clues, etc.) by 
ENGL 100/ESL 25



using contextual clues, and/or by using a dictionary.



read with flexibility to revise, refine, or replace a tentative thesis as
ENGL 100/ESL 25



one progresses through or rereads a text.



recognize clues of structure (e.g. paragraphing and transitional
ENGL 100/ESL 25



expressions)



and content (e.g. synonyms and examples) to decode meaning.



identify and analyze points of comparison between texts and articulate 
ENGL 100/ESL 25



similarities and differences.



summarize ideas in one’s own words.
ENGL 100/ESL 25



understand connotations, denotations, and multiple meanings of basic
ENGL 100/ESL 25



English vocabulary at a high school level.

Writing:



generate ideas within given time constraints.
ENGL 100/ESL 25



respond appropriately to a given writing task.
ENGL 100/ESL 25



formulate a clear central idea in an essay.
ENGL 100/ESL 25



organize ideas into a logical sequence so that the central point of the
ENGL 100/ESL 25



essay is developed to a logical conclusion.



present one’s own ideas as related to, but clearly distinguished from, the
ENGL 100/ESL 25



ideas of others, including the ability to avoid plagiarism.



support one’s opinions and conclusions, including the effective use of 
ENGL 100/ESL 25



examples, evidence, and reasoning.



revise and restructure where ideas are poorly organized or where 
ENGL 100/ESL 25



evidence is lacking.



proofread for errors in language and mechanics to the degree that the
ENGL 100/ESL 25



nature and frequency of errors does not become distracting.

Discipline Faculty Signatures: 




CCC Division Rep’s Signature:

Date:


(not required for Advisories)

Articulation Officer: 

Date:


Matriculation Officer: 

Date:


Other necessary skills:

NOTE:
Because the skills listed below are not part of the checklist on the opposite side, two faculty from the English Department need to be part of this Content Review and sign below.

For the English Department: 




CONTENT REVIEW - FORM C
Non-Communication/Non-Computational Advisories, Prerequisites and Co-requisites 
Department or Program Name and Number and Title of course being reviewed:


Recommended Advisory/Prerequisite/Co-requisite*:



(*circle one)

For Advisories/Prerequisites/Co-requisites that don’t involve communication or computational skills, students should be able to:

(check from the list below and/or use the opposite side of this form)

List below the specific elements of knowledge, experience or other competencies necessary for a student to have reasonable chance of success in this course (for example: a health/safety quiz, keyboarding skills, knowledge of software applications, etc.).  You should use the course outcome statements from the above recommended course to help you with this task.  Use the other side of this form if necessary.

Note:  Also include two more faculty from the appropriate discipline if the recommended requisite is outside of your discipline.

Discipline Faculty Signatures: 




CCC Division Rep’s Signature:

Date:


(not required for Advisories)

Articulation Officer: 

Date:


Matriculation Officer: 

Date:


Other necessary skills:

TEXBOOK BIBLIOGRAPHY FORMATS

Examples are in the most recent MLA style format (1999).  Note that book titles can be underlined or italicized.

Single author:


Brown, Fahamigha Patricia. Performing the Word: African American Poetry as Vernacular Culture. New Brunswick, N.J.: Rutgers University Press, 1999.

Two authors:

Melfi, Rudy C. and Keith E. Alley. Permar’s Oral Embryology and Microscopic Anatomy: A Textbook for Students in Dental Hygiene. Philadelphia: Lippincott Williams & Wilkins, 2000.

Three authors:

Barnett, Raymond A., Michael Ziegler, and Karl E. Byleen.  Precalculus: Functions and Graphs. Boston: McGraw Hill, 2001.

Edition other than first:

White, Gary C. Equipment Theory for Respiratory Care. 3rd ed. Albany: Delmar Publishers, 1998

Author’s work translated by another author; same as if edited by another:

Meyer-Larsen, Werner. Germany, Inc.: the New German Juggernaut and its Challenge to World Business. Translated by Thomas Thornton. New York: John Wiley, 2000.

Articles from a periodical:

Burstein, Jerry. “Beginner’s Sky: diary of a neophyte astronomer.” Astronomy 30 (Oct.2002): 82.

Film or videotape:

Title.  The director, the distributor, and the year.  Names of writers or performers, as 

relevant.

Examples:

Country Life.  Writ. And dir. Michael Blakemore.  Perf. Sam Neill, Gerta Sacchi, 


John Hargrave, and Kerry Fox.  Miramax, 1995.

Internet 

Author. (if given)  “Title of Document.”  Title of complete work in italics. (if given) Name of sponsoring organization. (if given)  Date of page or last update.  Date of access <URL>


Example:

Guffey, Mary Ellen. MLA Style Electronic Formats. 4 March 2002

<http://www.westwords.com/guffey/mla.html>

To:
Foothill College Curriculum Committee

Fr:
Bill Patterson

Re:
300-Level Courses

Dt:
June 1, 1999

Facilitated Credit Learning Using Zero-unit Laboratory Courses

Recently, some interest has been expressed in offering additional zero-unit laboratory courses as co-requisites to support the learning objectives of collegiate-level credit courses.  This interest has arisen because of greater emphasis on student retention through direct facilitation by course instructions, increased computer support for course assignments, and as a method of recognizing (and accounting for) a student’s clock hours spent in completing course assignments in approved occupational programs to comply with CalWORKs regulations.

Zero-unit lab courses have been around for many years; zero-unit labs offered in language skill labs, math labs, CTIS labs, and labs in the physical and life sicences are examples of programs which apply the unit value to the lecture portion of the course at Foothill College.  Here are the important parameters governing zero-unit lab courses to keep in mind:

1. Zero-unit lab courses are credit courses, not “noncredit” courses.  To avoid confusion within the context of Title 5 definitions, refrain from characterizing them as “noncredit courses” or “noncredit labs.”  Non-credit courses (numbered above 400 at Foothill College) carry no units and are not bound by Carnegie unit standards, they do not transfer, nor do they fulfill degree or certificate requirements.  The Education Code strictly limits the scope of noncredit offerings and a different (lower) apportionment is paid for FTES contact.  Foothill College has limited offerings, primarily in child development, living skills and pre-vocational skills training for handicapped students, and tutoring.  With the exception of tutoring and child development, noncredit courses do not generally support activities of the credit program at Foothill College, where the bulk of occupational education is offered.

2. Even though zero-unit lab courses are credit courses, they carry no units.  They are tuition-free since tuition owed for a course is the number of units (zero) times the per-unit tuition rate (currently $9)-zero times anything is zero.  In addition, no units are transferred and no grade is awarded; thus, zero-unit lab courses are not calculated into the student’s GPA.  These are important considerations for out-of-state students, particularly those needing ESL services, as well as at-risk students who need additional directed learning to master course material.

3. Lab hours are tracked carefully and reported for apportionment as “positive attendance” hours.  Assignments are not “homework;” instead, their completion requires instructor facilitation or equipment provided by the college.

4. The target course may require a certain number of hours in the lab each week to ensure that the student completes course assignments and masters learning objectives, often using district equipment designed specifically to support the curriculum.  In this case, the co-requisite is two-way – i.e., the student must enroll in both the target credit course and the zero-unit laboratory course that supports it.

5. Each zero-unit lab course must have a co-requisite in the program offering it.  For example, if 

F TV 301 (0 units) existed at Foothill and was intended to create a setting where students enrolled in American cinema (F TV 3, 4 units) may view, with an instructor facilitating the viewing, a full-length film that is being critiqued in the target course, that would be the type of linkage required.  This is appropriate, since watching the film is appropriately a lab activity, while critique and discussion of the films viewed is appropriately a lecture activity.  Enrollment in F TV 301 requires concurrent enrollment in any appropriate F TV course.  However, enrolling in the “parent course,” F TV 3, does not require concurrent enrollment in F TV 301, (the co-requisite is one-way in this program).

6. Each zero-unit lab course must have a course outline of record (COR) that shows how the course supports the objectives of the target credit course that the zero-unit lab course is supporting.  Typically, the zero-unit lab course requires activities pertaining to the assignments of the co-requisite credit course (e.g., language drill and recitation guided by audio-tape in a foreign language program).  In addition, a content review analysis is conducted to validate the target course co-requisite course linkages.  Since no credit is earned, assignments that require instructor-mediated or technology-mediated instruction related to the co-requisite credit course typically will form the basis for assignments in the zero-unit lab course.

7. Under no circumstances are zero-unit courses to be described or designed to support “tutoring” activities, which typically do not require facilitation by a credentialed instructor.  Tutoring is specifically proscribed by Title 5 and no credit courses may be offered to fulfill the tutoring function.  Tutoring may be offered in certain disciplines as noncredit (400-level) courses, however.

8. Each zero-unit lab course must be assigned an instructor and a section number.  The instructor facilitates the learning of the students, who are concurrently enrolled in credit courses supported by the zero-unit lab course.  Instructor load calculations vary from district to district and are determined by the district-faculty contract; at Foothill College, 2 units of load credit (equated hours) is generated for every 3 hours assigned in the laboratory.

SUMMARY: Zero-unit lab courses fulfill an important role in the curriculum, namely to provide additional opportunity for the student to perform assignments with the help of district equipment (e.g., vocabulary lab equipment, physical fitness enhancements, computers, etc.) and facilitation provided by instructors.  These innovative courses will be of particular importance in our efforts at improving retention and supporting the learning needs of all students, including those referred to us as a part of PFE student success programs and CalWORKs
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CERTIFICATE Cover Sheet

Instructions : Please complete Sections I and II.  Section III is optional.

Submission Deadlines:  Due date for proposals requiring State Review and Approval (New Programs and Major changes) is September 1st , 1 year prior to implementation.  Due date for all other changes is December 1st. 

SECTION I
Division:  

Date:  


Program Name:  

Effective Quarter:  

Prepared by:  


Name of Certificate:  



(please attach curriculum sheet)

Action to be taken: 



Current Certificate – No Changes



Current Certificate Revision: (see Program Modification Cover Sheet)




Minor changes




Major changes ( by September 1st)



New Certificate 

· For new certificates >27 qtr units, complete “New Program Application/Report” (attached)

· Date Division Curriculum Committee minutes indicate approval 



Deletion, Name of Certificate: 



Inactive Status, Name of Certificate:



Reactivation, Name of Certificate:

SECTION II
Type of Award:



Career Certificate ( any # of units; leads to full career  preparation)



Skills Certificate (<27 qtr units; leads to an occupationally relevant set of skills)



Other Department Certificate

· Number of quarter units required to complete degree or certificate (excluding proficiency requirements):

· Proficiency requirements 



English 

required
not required

Math 

required
not required

SECTION III

1.
Certificate Requirements:




a)  Core Courses
b)  Supporting Courses


c)  Other Courses

2.
Minimum number of units required in residence  

3. Maximum number of transferable units accepted toward Foothill certificate

4.
Prerequisites (if any):

COMMENTS: 

PROGRAM MODIFICATIONS COVER SHEET

Name of the modified program: 


Name of the original program that the modified program is based on: 


1. Has there been a substantial change in the core classes, those classes that all students are required to take, such that the subject matter of the new courses is primarily in a discipline different from that of the core courses in the original program?

2. Do changes in the program reflect a need to maintain currency and continuously improve the effectiveness of educational programs with respect to the goals for which the program was originally approved (for example, to reflect shifts in the industry based on the adoption of technology)?

3. In the case of vocational programs, would students in the modified program still qualify for the original job market?

4. In the case of transfer programs, would students in the modified program still be able to fulfill the lower division requirements of the original program?

If the answer to #1 is “yes” or the answer to #3 or #4 is “no,” this would be considered a new program, not a modification.  Please complete the new program proposal documents.

If the answer to #1 is “no” and the answer to #2, #3 or #4 is “yes,” please bring this form along with the list of courses for the original and for the modified program to the Curriculum Coordinator for inclusion in the next College Curriculum Committee meeting agenda for discussion and approval.

(See the Chancellor’s Curriculum Standards Handbook,

Volume 1, pp. 45-46 and E1-E3.)

GENERAL EDUCATION

The primary objective of general education is to provide students with the depth and breadth required to interact successfully with others as knowledgeable members of our diverse society.  A general education helps students clarify and present their personal views.  It should also instill values and ideas that will enrich the personal lives of students and help them understand their own abilities, feelings, and motives.

At Foothill College the general education curriculum is designed to help students understand relationships among various disciplines and appreciate and evaluate past experiences that form our cultural and physical heritage.  This academic program is designed to help individuals reach their fullest potential as global citizens and lifelong learners for the 21st century.

CRITERIA FOR GENERAL EDUCATION AT FOOTHILL COLLEGE

Courses in the general education curriculum:

1. 
develop critical thinking skills and offer opportunities for their application.

2.
encourage the ability to make reasoned judgments and help students explore multiple ways of thinking.

3. 
provide students with an understanding of the evolution of a subject area as well as current research in that area.

4.
offer and encourage an appreciation of the values of diverse cultures.

5.
offer opportunities to develop and apply numerical skills, quantitative reasoning, and problem solving using current technology.
6.
offer opportunities to develop and apply written, oral, and listening communication skills.

7.
lead students to an understanding of precepts of human knowledge in the artistic, literary, and/or scientific domains and other forms of creative thought.

8.
teach students research methods, library and information literacy, and technology literacy as they learn to use the standard sources of information in a subject matter.
9.
introduce students to the information competency skills of finding, evaluating, using, and communicating information in all its various formats, including the evaluation of sources, as well as ethical and legal implications of the use of that information.  
10.
assist students in understanding a particular subject area in its global context.

11.
present students with multiple frames of reference for responding to change and encourage openness to new ideas and circumstances.

12.
provide students with opportunities to foster intellectual curiosity as lifelong learners.

13.
lead students to an understanding of self and society.

Any course that fits within the general education pattern at Foothill College will meet the requirements of the narrative statement on page 2 of this document as well as the narrative for the general education section it satisfies.  Additionally, it will meet a significant number of the criteria points in both the general and specific sections of this Handbook.

GENERAL EDUCATION REVIEW REQUEST









No




Yes






Course Number & Title:


Request for inclusion in the following Area: (check all that apply)


Natural Sciences

English


Social and Behavioral Sciences

Communication and Analytical Thinking


Humanities

American Culture and Communities


Lifelong Understanding


Sign Off:

Requesting Faculty:





Signature
Date

Division GER Rep:





Signature
Date

Division Curr Rep:





Signature
Date
Approved:

GER Signature:



Approved with Conditions:

Date
Conditions:







Denied:

Rationale:



January 3, 1961

To:
The Faculty

From:
Dr. Semans

Subject:
General Education


In choosing the Foothill faculty, Cal and I have sought scholars with “sparkle”, those with a genuine interest in students, those with somewhat diverse points of view, who can strengthen our teaching team rather than splinter it because of their varying philosophies of education.


Nowhere has this “diversity with unity” been so apparent as in the discussions in the Curriculum Committee---a committee carefully chosen to be representative of the faculty in a number of ways.  The Committee is now considering some modification in the Foothill graduation requirements to the end that many of our better students who transfer can meet the Foothill A.A. degree requirements as well as the lower division requirements of the receiving institution of their choice.


Because graduation requirements are generally considered to be a college’s operating definition of general education, some time has been spent in talking about general education.  In order to save time but without unduly restricting individual faculty initiative, I have extracted some material from my doctoral study on general education.  See Appendices A, B & C.  Even though my perusal if the literature was done some time ago, I have seen little added to the shades of opinion in the intervening years.  The varying points of view of Foothill faculty members are generally represented somewhere in the “definitions” and “aims” presented.


Before presenting these definitions and aims, a statement on how the general education movement started may be helpful.


General Education started as a desire to improve teaching and learning, particularly in the liberal arts.  The desire took the form of a protest against the ineffective methods of some of the then traditional liberal arts teachers who ignored the fact that what the students “got out” of courses bore too little resemblance to the instructors’ stated objectives for the courses.  At first there was little discussion of what should be taught, but more of how courses should be taught.  Many college professors who felt themselves under attack did not weigh very carefully the validity of the protest, but jumped to the conclusion that the traditional subjects they were teaching were under attack and so the issues were again drawn along the lines sketched out by Plato---the liberal arts (for free men) and vocational arts (for slaves).  Such a confusing or broadening of the issue has, in my opinion, prevented the values in the general education from being as fully realized as possible.

Because courses in the humanities, for example, can be taught as to raise impassible barriers between students and the commonly accepted goals of such courses, and a course as vocational as mechanical drawing, when taught by an individual of imagination and depth and a fine sense of beauty, can be made to have broad educational value, the Foothill faculty need not spend much time arguing what subjects shall be taught but how can we teach to make the maximum progress toward effective teaching-learning. 

STATE CHANCELLOR’S OFFICE:

PROGRAM AND COURSE APPROVAL HANDBOOK

APRIL 2003

 (Exerpted Forms And Instructions)

State Applications for Inclusion in the Inventory of Approved and Projected Programs

All degree and certificate programs at Foothill College are submitted to the Office of the Chancellor for approval.  This process can be involved and time consuming.  In an attempt to give the faculty and deans an indication of the time required to complete this task, the following are excerpted sections of the California Community College, Program and Course Approval Handbook (March 2003). 

All associate degrees and associate degree majors that may appear by name on a student transcript or diploma require Chancellor's Office approval, whether they are intended primarily for employment preparation or primarily for transfer.  Thus, a program called "Associate in Science in Electronics Technology" requires approval, and so does an Associate in Arts degree major called “English” or “Social Sciences.”  Approval is also required for a program called "Associate in University Studies–English Emphasis," as well as a degree called "Liberal Studies" or "Transfer Major."  Each degree that may be separately named on the transcript or diploma requires separate approval.

The State has six different application options with different application forms and required backup for each.  Included in this packet are only the asterisked(*) applications from the state’s list below.  For further information please refer to the Program and Course Approval Handbook.  For assistance in filing applications with the State Chancellor’s Office, contact the Instruction and Institutional Research Office.

· Application for Approval–New Occupational Program

· Application for Approval–New Transfer Program*

· Request To Add New Option or Certificate Within Existing Program to Inventory*

· Non-Substantial Changes to Approved Program (or Change of Active–Inactive Status)

· Request To Add Projected Program to Inventory

· Application for Approval–Credit or Noncredit Apprenticeship Program
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APPLICATION FOR APPROVAL—NEW TRANSFER PROGRAM

PROPOSED PROGRAM TITLE

CONTACT PERSON
COLLEGE

TITLE
DISTRICT

PHONE NUMBER
PROJECTED PROGRAM START DATE

E-MAIL ADDRESS
  CERTIFICATE
  A.A. DEGREE
 A.S. DEGREE
  LIMITED DURATION, until 



PLANNING SUMMARY

	Recommended T.O.P. Code
	
	Number of New Faculty Positions
	

	Units for Major—Degree
	
	Est. Cost, New Equipment
	

	Total Units for Degree
	
	Type of New/Remodeled Facility
	

	Required Units—Certificate
	
	Est. Cost, Library Acquisitions
	

	Projected Annual Completers
	
	Listed as “projected” on Inventory?
	 Yes
 No

	Estimated FTE Faculty Workload
	
	
	


APPROVAL CRITERIA

	Approval Criterion
	Pg. # in App.
	Section
	Chancellor's Office Use

	

MISSION
	
	1.
Statement of Program Goals and Objectives
	

	
	
	2.
Catalog Description
	

	
	
	3.
Program Requirements
	

	
	
	4.
Background and Rationale
	

	
NEED
	
	5.
Enrollment and Completer Projections
	

	
	
	6.
Place of Program in Curriculum/Similar Programs
	

	
	
	7.
Similar Programs at Other Colleges in Service Area
	

	

QUALITY
	
	8.
Display of Proposed Sequence
	

	
	
	9.
Outlines of Record for Required Courses
	

	
	
	10.
Transfer Documentation
	

	
	
	11.
Program Evaluation Plan
	

	

FEASIBILITY
	
	12.
Library and/or Learning Resources Plan
	

	
	
	13.
Facilities and Equipment Plan
	

	
	
	14.
Financial Support Plan
	

	
	
	15.
Faculty Qualifications and Availability
	

	
COMPLIANCE
	
	16.
Model Curriculum
	

	
	
	17.
Licensing or Accreditation Standards
	

	
	
	18.
Student Selection and Fees
	


SUBMIT ONE ORIGINAL AND TWO COPIES OF THIS FORM AND ALL ATTACHMENTS

REQUIRED SIGNATURES—NEW TRANSFER PROGRAM

Program  






   College  






LIBRARY AND LEARNING RESOURCES

Library and learning resources needed to fulfill the objectives of the program are currently available or are adequately budgeted for.


DATE

SIGNATURE, CHIEF LIBRARIAN/LEARNING RESOURCES MANAGER

TYPED OR PRINTED NAME

LOCAL CURRICULUM APPROVAL

Program and courses within the program have been approved by the curriculum committee and instructional administration, and satisfy all applicable requirements of Title 5 regulations.  It has been determined that this program substantially satisfies the lower-division courswork requirements for an applicable major at four-year colleges where students would be likely to transfer.


DATE

SIGNATURE, ARTICULATION OFFICER


TYPED OR PRINTED NAME

DATE

SIGNATURE, CHAIR, CURRICULUM COMMITTEE


TYPED OR PRINTED NAME

DATE

SIGNATURE, CHIEF INSTRUCTIONAL OFFICER


TYPED OR PRINTED NAME

DATE

SIGNATURE, PRESIDENT, ACADEMIC SENATE


TYPED OR PRINTED NAME
COLLEGE PRESIDENT

All provisions of Title 5, Section 55130(b) have been considered.  All factors, taken as a whole, support establishment and maintenance of the proposed instructional program.


DATE

SIGNATURE, PRESIDENT OF THE COLLEGE


TYPED OR PRINTED NAME
DISTRICT APPROVAL

On 

, the governing board of 






District approved the instructional program attached to this application.


DATE

SIGNATURE, SUPERINTENDENT/CHANCELLOR OF DISTRICT


TYPED OR PRINTED NAME
INSTRUCTIONS FOR APPLICATION FOR APPROVAL–NEW TRANFER PROGRAM
Program Title:  Please give the title as it is proposed to appear in the catalog.  A program title should clearly and accurately reflect the scope and level of the program.

Contact Person: The person designated as contact for  the application should be the person most able to answer questions about the proposed program.  It may be the chief instructional officer, the division or department chair of the originating department, or the originating faculty member who has designed the program.

Interim communications from the Chancellor's Office, such as requests for further information, will usually be sent to the contact person, but official communications on the status of program approval applications are sent to the chief instructional officer, with copies to the contact person and whomever else the college may designate.

Projected Program Start Date: The month and year when the college plans to offer the first required course in the program, or to enroll students in an existing course on the expectation that it will count toward the degree or certificate to be approved.  Programs are required to be approved before being offered; however, if for some reason the program has already started, please indicate "Already started (term) (year)."

Type of Program:  Please check appropriate box or boxes.  All new degree majors are required to be approved.  For certificates, only those requiring 18 or more semester units, or 27 or more quarter units, are required to be approved.  If the program will offer both a certificate and a degree, please submit a single application for both.  A limited duration approval may be requested for any type of program.

Limited Duration:  A limited duration approval may be requested for one of two reasons:  the college plans to operate the program only for a limited period; or the college cannot supply all information necessary for a permanent approval application within the necessary length of time.  In the latter case, the Chancellor's Office will consider an approval application with one or more required elements missing or incomplete, if there is reason to believe that permanent approval is likely to be granted when those elements are supplied.  In such a case, the limited approval will generally be granted for one academic year only.  Colleges are advised to avoid this procedure, as it effectively requires going through the approval process twice (once for the limited authorization and again for the permanent authorization).  However, it is available if necessary.

If a limited duration approval is requested because the college plans to operate the program only for a limited period, any duration may be requested, but the same application elements are required as for a permanent approval.

A college may not admit new students into a program after a limited duration approval has expired.  However, students already in the program should be permitted to complete it.

Planning Summary

Recommended T.O.P. Code: The Taxonomy of Programs code is the category which groups the proposed new program together with degree and certificate programs on other campuses that have similar goals and objectives. The code is used to aggregate system-wide data on awards, program completions, placements, job success and other outcomes, and is the basis for reporting county and statewide job market supply data. For non-occupational programs, the T.O.P. reflects the main discipline or subject matter and is used to aggregate data on awards, program completions and transfers.

The T.O.P. code should be assigned according to the content and outcomes of the program, and should conform as best as possible to the code assigned to similar programs in other colleges around the state.  The T.O.P. code should not be assigned based on local departmental structure, faculty qualifications, or budget groupings.

A college that has difficulty identifying the most appropriate T.O.P. code should contact the Chancellor's Office.  The Chancellor's Office may adjust the T.O.P. code, if necessary, after consulting the college.

Units for Major–Degree:  The number of semester or quarter units reported here should include only required courses, restricted electives, and closely associated prerequisites.  An example of a closely associated prerequisite would be anatomy and physiology for a nursing program, or technical mathematics for a manufacturing program.  Do not include prerequisite units needed to bring a student to standard collegiate levels of language and computational competence.  Do not include general education, or open electives.  Do not convert quarter units to semester unit equivalents.

Total Units for Degree:  The total units required to complete the degree, including the units in the item above, plus all required general education, open electives, and any other requirements.
Required Units–Certificate:  The number of semester or quarter units, including required courses, restricted electives, and closely associated prerequisites.  Do not convert quarter units to semester unit equivalents.

Projected Annual Completers:  Number of students estimated to receive the degree or certificate each year, when the program is fully established.  Explanation may be provided in Item #5.

Estimated FTE Faculty Workload:  This is the number of full-time equivalent faculty positions estimated to be dedicated to teaching the courses in this program, regardless of whether new or existing faculty.  It is not the number of FTES (Full Time Equivalent Students) expected to be generated by the program.

Number of New Faculty Positions:  Do not fill in total FTE's, but the number of separately identified positions that will involve new hires or reassignments, whether part or full time. The qualifications for these positions should be discussed in Item #15.

Est. Cost, New Equipment:  If new equipment will be acquired for this program, estimate total cost from district and State funds.  Discuss specifics in Item #13.

Type of New/Remodeled Facility:  If new or remodeled facilities will be acquired for this program, indicate here.  Discuss specifics in Item #13.

Estimated Cost, Library Acquisitions:  Fill in estimated costs for library and learning resources materials.  Discuss specifics in Item #12. 

Listed as Projected on Inventory?  Please check whether this program has appeared as “projected” on the Inventory of Approved and Projected Programs.  Although such listing is not a requirement for approval, it may expedite the approval process.

Approval Criteria Sections

Please number the sections in the application narrative to correspond to the numbers on the sections below.

MISSION

1.
Statement of Program Goals and Objectives

A statement  must be submitted that defines the goal(s) of the proposed programs.  On the basis of the program goals, objectives appropriate to these goals, and a program design consistent with these objectives,  the determination is made as to whether the proposed program is appropriate to the mission of the community colleges.

For a transfer program, the stated goal of the program must include (but need not be limited to) the preparation of students for one or more baccalaureate majors, which must be specified in the goal.  Courses required in the program are specifically designed to be transferable, not only as electives, but to fulfill the lower division requirements of a major in four-year colleges.

Programs designed to provide the complete pattern of lower division general education required for a baccalaureate degree also fall within the mission, even where the transferable courses required may not count directly toward any particular transfer major, but where, taken together, they clearly provide a strong foundation for upper division work.

If the program reflects a goal other than transfer or occupational preparation, please explain in detail how this conforms with the community college mission.

2.
Catalog Description

Description of the program as it will appear in the catalog.  This description should be consistent with the rest of the application, convey the program's goal and objectives, and suggest how these differ from the goals and objectives of other programs and what students may expect as an outcome.

The catalog description represents a promise to the student, and exaggerated or unsustainable statements should therefore be avoided.  Assertions of career applicability as well as transfer applicability should be reasonable and capable of being documented.

3.
Program Requirements

A list must be submitted of all  courses required for completion of the program, including core requirements, restricted electives, and prerequisites.  For each course, the course number, course name, and unit value must be indicated.  The total of the unit values must be shown.

For degree programs, general education requirements should also be indicated, but separately.  This may be done in any of several ways.  A copy of the college’s overall general education requirements for a degree of this type may simply be included (such as a photocopy of requirements from the catalog).  Or required general education categories may be listed with the number of units required in each.  Or a display may be included of the required general education categories (including number of units required) with specific recommendations for appropriate general education course choices for students in this program.

The total units required for the degree should also be shown, including the major requirements, prerequisites, general education, open electives, and any other requirements.

Any other special requirements for completion of the program, such as an internship, work experience, or examination, must be detailed.  Any alternative means of satisfying the program requirements must also be detailed.  The program requirements detail should be consistent with the catalog description.

Taken together, successful completion by students of the set of courses required for the program must be sufficient to enable them to fulfill the program goals and meet the program objectives.  Courses should be required that will assure the college level communication and analytic skills necessary for success in a transfer program. 

The number of units, specific course requirements, design of individual courses, and the sequence of the courses should, taken together, be coherent, complete, and appropriate, given the program objectives  and the resources with which the college has to work.  The Chancellor’s Office will rely heavily on the educational judgment of local discipline faculty and curriculum committees in regard to judgments on the appropriateness of program requirements.

4.
Background and Rationale
This section explains at a general conceptual level what role the proposed program, given its stated goals and objectives, would fulfill in the curriculum.  It may include some history of how the program proposal came about, what is different about it, why it is important, why it is especially appropriate for the region and for the college, the nature of the community support for it and so forth. These explanations should be related to the overall plan for the college, other new program developments, and the specific needs of that community and mission of the college. This item may be used to justify program objectives or the inclusion of a given course as a requirement, etc.

This narrative provides a context to reviewers. It is the place for colleges to explain special considerations and to make a case for a program that justifies the use of alternative documentation where the usual documentation would be misleading or inconclusive, or is simply not obtainable.

It is not necessary to repeat here  information covered elsewhere, as long as it is clearly cross-referenced to a page numbered in proper sequence and a paragraph or section number,  and,  in the case of references to minutes, with the relevant section highlighted.

NEED

5.
Enrollment and Completer Projections
These figures may be based upon enrollment in current courses and/or a survey of prospective students.  A survey is rarely needed for a transfer program.  However, in the case of a survey, the survey questionnaire, itself, as well as a description of population surveyed and survey results, should be included in this documentation.

Please provide estimates of:

· the number of sections of core courses to be offered annually (number of sections each semester times two, or each quarter times three)

· the headcount student annual enrollment in the number of sections estimated above.  (It is not necessary to break down enrollment estimates by course.  A total estimate is sufficient.)

· the number of estimated program completers at the end of the first year of program operation

· the number of estimated program completers at the end of the third year of program operation

If it is anticipated that enrollments and completions will continue to rise after the third year of program operation, please explain.

6.
Place of Program in Curriculum/Similar Programs
Before completing this section, review the college’s existing program inventory.  If you cannot obtain a printed inventory, you may view the inventory on the World Wide Web at http://misweb.cccco.edu/esed/webproginv/prod/invmenu.htm. This section must specify if the program replaces any existing program(s) on the inventory.  Any existing inventory entries that need to be removed or modified in connection with the approval of the program must be specified.  If such adjustments are needed, the recommended way to display them is to submit a hand-corrected printed copy of the existing inventory.

What related programs are there in the college?  What need will this one fulfill that those programs do not? Will there be courses in common?  Will this program pull students from them?  Will it accommodate an overflow or provide for a different type of student?  Will students wish to, or be able to move between the programs? Will programs share resources? 

Explain how, if at all, this program makes new or more productive uses of existing resources, and/or builds upon existing programs or services, establishes a new direction for the college, or similar points. If this program is related to the ending or scaling down of other programs, this is the place to provide details.

7.
Similar Programs at Other Colleges in Service Area
Under this item, describe similar programs in other colleges within commuting distance.  A brief description of each program, or photocopied pages from other colleges' catalogs, are sufficient.  If there are significant differences between the design of the proposed program and similar programs at neighboring colleges, please explain the reasons.

Generally, destructive competition between districts is not an issue for transfer programs, nor is redundancy of offerings, since every college is presumed to have the right to offer a range of transfer majors.  For transfer programs, the main reason for considering programs in neighboring colleges is to compare how alike or different the program requirements are.

Evidence that program developers have been in communication with existing programs and have used this information to help design the proposed program should be provided here.  When two or more colleges in the same region are seeking approval for new programs of a similar sort at or near the same time, evidence of collaboration is especially important.

QUALITY

8.
Display of Proposed Sequence
Include a flowchart, table, or diagram that shows how the required courses should be taken in sequence and how the prerequisites fit together.  Indicate whether the sequence is suggested or mandatory.  The sequence should be arranged so that a full-time student could complete a degree program in two years, except in the case of a high-unit technical or health occupation program where a case has been made that a sequence longer than two years is definitely necessary.  For a certificate, the sequence should be arranged so that a full-time student completes the program within the time normally needed to complete the total number of units required for the certificate. 

For a degree program, the proposed sequence should include recommended or suggested typical general education courses.  Such a recommended or suggested pattern does not constrain students' individual general education choices, unless specific general education courses have actually been integrated into the program requirements.  In that case, they should be counted in the unit count for the major.

9.
Outlines of Record for Required Courses
Outlines of record must be included for all core courses required of all students in the program.

Usually, outlines should also be included for all restricted electives.  However, if there is a large number of restricted electives (i.e., more than ten), a representative sample should be included.  A representative sample would constitute at least three outlines, chosen from different categories, if the electives fall into categories.

Do not send outlines for general education or prerequisite courses.  The exception is, if the program is based on general education transfer requirements (e.g., a major in "Transfer Studies" or "Liberal Arts"), a representative sample of outlines, including one from each general education category, should be sent.

If several related programs or options, concentrations, specializations, etc. are submitted together for approval, do not send duplicate copies of the course outlines.  Include the course outlines with one of the applications or narratives, and in all others, refer to where the reader may find the course outlines.

10.
Transfer Documentation

Please indicate what four-year institutions the program will transfer to.  Programmatic articulation information must be displayed, comparing the requirements for the proposed program with the lower-division requirements for the corresponding major in three senior institutions to which students would typically transfer.  (If geographical or programmatic factors limit transfer applicability, for practical purposes, to fewer than three senior institutions, a lesser number is acceptable.)

This section is the single most important section of documentation for a transfer program.  It must document that the coursework required for the community college program substantially satisfies the lower-division coursework requirements of the corresponding university major.  It is not always necessary that every lower-division requirement at the transfer institution be satisfied.

If a programmatic articulation agreement exists–that is, an agreement providing that completion of the program satisfies, in whole or in specified part, lower division requirements in the major at the four-year institution(s)–include it here.  A programmatic articulation agreement is not the same as a course articulation agreement.  Please do not include the community college's entire institutional course articulation list.

The ASSIST database (http://www.assist.org) can often be helpful in documenting programmatic articulation.  Caution is important, however: ASSIST is often incomplete and/or out-of-date.  Whatever ASSIST may show must be verified, supplemented, or explained as necessary to provide complete documentation.

Many transfer majors do not have a programmatic articulation agreement at the time they are initially approved.  If that is the case with the proposed program, then other transfer documentation must be provided. An articulation comparison may be made by laying out the community college and university requirements in table form, or by including photocopied pages from the transfer institutions' catalogs.  The comparison must show that the requirements for the proposed community college program substantially satisfy the lower-division major requirements at the identified transfer institutions.  Any significant gaps where the proposed program would not fulfill the transfer major requirements should be discussed.

Here, for purposes of illustration, is an articulation table prepared for a common major.  

	Speech Communication: Allan Hancock College–Cal Poly San Luis Obispo

	Required courses, A.A. in Speech Communication, Allan Hancock College
	Articulation Status and Comments
	Required lower-division courses, B.A. in Speech Communication, Cal Poly San Luis Obispo

	Required Courses for Major
	
	Required Courses for Major

	Speech 101 Public Speaking
	not required at Cal Poly
	

	Speech 103 Interpersonal Commun.
	articulated
	Speech 212 Interpersonal Commun.

	Speech 102 Small Group Commun.
	articulated
	Speech 217 Small Group Commun.

	Speech 108 Oral Interpretation of Literature
	Will be listed as 205 in next catalog (lower division).  We already have articulation
	Speech 305 Performance of Literature

	
	No equivalent at this time
	Speech 213 Organizational Comm.

	
	No equivalent at this time
	Speech 250 Forensic Activity (1 unit)

	Restricted Electives within major recommended for Cal Poly transfers
	
	Required Support Courses

	History/Humanities 104 Western Civilization to 1650
	articulated
	History 110 Western Civilization Ancient to Renaissance

	History/Humanities 105 Western Civilization Since 1650
	articulated
	History 111 Western Civilization Reformation to Twentieth Century

	Math 123 Elementary Statistics
	articulated
	Statistics 217 Applied Statistics for the Liberal Arts


This table shows that, to satisfy completely the transfer institution’s lower-division requirements, Allan Hancock should develop an articulated course in organizational communication.  However, the table shows that the community college degree is approvable in terms of programmatic articulation, as it substantially (although not completely) satisfies lower-division transfer requirements.

Other types of supplementary transfer documentation that may be used include:

· A proposed  programmatic articulation agreement and plans for achieving it.

· A summary of standards for lower-division preparation in this discipline published or endorsed by relevant professional bodies.

· A list of four-year college faculty from transfer institutions, knowledgeable in that discipline, and/or representatives of the profession, who have been involved in helping to create or review the program design.

· A plan for how students can gain transferability of non-articulated courses through a testing process or some other way in which the credits earned by students in the new program can be protected.

The documentation should show a good-faith effort on the part of the college to assure that, as far as possible:

· Every course required of students will count not only in transfer, but specifically toward completion of a major after transfer

· Courses required in the lower-division program will not have to be repeated in upper division 

· All major requirements usually fulfilled at the lower-division level can be fulfilled at the community college

11.
Program Evaluation Plan
If the college has a standard evaluation plan, please include a copy of that plan (unless it is too bulky, in which case a summary will do).  Please explain how often the proposed program would be reviewed using that plan, and what will be done  as a result of the information thereby gained. 

If the college has no such standard practice, this section should indicate how the requirements of the accrediting commission for program evaluation will be met.   It should also be noted that Title 5, Section 51022 sets the existence of program review procedures as a minimum condition for the receipt of state funding.

Among the items that could be included in the evaluation plan are:

· Fiscal viability of the program.

· Adequacy of facilities, equipment, and library and learning resources collection in extent, currency,  accessibility and quality.

· Curriculum: 

1)
Courses are current with respect to new developments in the field and improved teaching methods.

2)
The set of requirements is complete, appropriate, and sequenced as effectively as possible, given the objectives of the program.

· Faculty & Instruction:

1)
Faculty possess the appropriate credentials or other qualifications.

2)
Proportion of part-time to full-time instructors is acceptable.

3)
Faculty workload is acceptable.

4)
Faculty syllabi and actual instruction are in accordance with the outlines of record.

5)
The most effective teaching methods are  in use.

6)
Faculty evaluations are regularly and properly conducted.

· Outcomes

1)
Number of students enrolling in and completing the program.

2)
Number of students transferring and their subsequent grade point averages and retention rates.

3)
Number of students working in the field after completion of at least one A-C level course (SAM Code) in that field.

4)
Satisfaction measures among employers of students who complete vocational programs in the field of employment.

FEASIBILITY

12.
Library and Learning Resources Plan
Explain here the determination of what library and learning resources are necessary to support the program as designed.  Determining the needed resources should involve a partnership between the originating faculty and the library and learning resources staff.  If new resources will need to be acquired, explain how they will be budgeted.

13.
Facilities and Equipment Plan

Specific needs for facilities and equipment should be detailed here with an indication of  what is already available, what is part of the district's master plan, what is currently in some stage of acquisition, and what would have to be acquired after the program was begun.  An estimate of the total cost of new facilities and equipment should be included.

14.
Financial Support Plan
This section should discuss the adequacy and proposed sources of financial support both for the ordinary costs of instruction, and for any special equipment and/or facilities needs as described in the preceding section.

The source of support for ordinary costs of instruction may be apportionment revenue growth possible under the district's growth cap or apportionment revenue redirected as a result of phasing out another program.  In some cases a new program may not entail any increased apportionment, if it is composed only of existing courses and does not add new courses.

Sources of support for facilities and equipment may include State capital outlay funding, instructional equipment grants, donations by industry, funds raised by a foundation, etc.

If the new program has been developed with a grant from the Fund for Instructional Improvement (FII), Economic Development, or other special funds, such as those for employer-based training or federal grants, these sources and any requirements that may have been set in relation to initiating the new program should be explained.

15.
Faculty Qualifications and Availability
Resumes of the faculty who will be directing and teaching in the new program should be maintained locally in the program file, clearly indicating that the program will be adequately staffed and managed by faculty who meet State minimum qualifications, and whose qualifications indicate adequate understanding of current knowledge and practice in the field appropriate to the program.  If new faculty will be needed, or if new training will be provided to faculty who are undertaking expanded or different responsibilities, an explanation should be provided as to how the additional costs and/or training will be accommodated.

If the program is in a field which does not appear by name on the minimum qualifications "disciplines lists," or where there could be ambiguity about which discipline it is under for minimum qualifications purposes, please specify the minimum qualifications that will be applied locally for faculty hiring and assignment.

Discuss the balance of full-time and part-time instructors in the program.

COMPLIANCE

16.
Model Curriculum
If the program design is based upon a model that has been developed for statewide or national use, refer to the model, and if possible, include a copy of the model or a summary.  Explain any departures from the model to fit local circumstances, or for other reasons.

The Chancellor's Office requires that, in fields where model curriculum designs have been developed and disseminated with the support of the Chancellor's Office, and with broad consensus from representatives of the discipline, every new program application generally should incorporate the elements of the model curriculum.  The best-known example is the public safety occupations of administration of justice, fire science, hazardous materials, and emergency medical services, where model program standards have been disseminated throughout the state.  There are also model curricula in some health occupations, sometimes developed by national professional associations.  The best-known example of a model curriculum in a transfer field is the one developed by the Engineering Liaison Committee for transfer students in engineering.

If there is a reason why, in a field where model curriculum does exist, that curriculum or a part of it is inappropriate for a particular new program, the reason should be explained.

17.
Licensing or Accreditation Standards
The college should determine whether accrediting or licensing standards apply to the proposed program and  include them, or a summary of them, in the application, together with information as to organizations or persons representing the field who may be contacted by the Chancellor's Office, if necessary.  As with Item #23, any departures from the accrediting standards should be explained. The explanation should also clarify whether the college intends to function without accreditation in the area or expects to be accredited.

18.
Student Selection and Fees

In this item, entry criteria and the selection process for admission to the program, if the program is selective, should be detailed.  Program admission or selection procedures should comply with the provisions of Title 5, Section 58106 (“Limitations on Enrollment”), and Section 55201 (“Prerequisites, Corequisites, and Advisories on Recommended Preparation.”)  In addition, all mandatory fees which students will incur, for the program as a whole or any of its constituent courses, aside from the ordinary course enrollment fee prescribed in Education Code Section 76300, should be specified.  This includes fees for materials and reproduction, insurance, travel, uniforms, etc.

Signature Page

The title of proposed program, and name of the college, must be filled in at the top of this form.

Please be sure to provide all signatures required, and to fill in all blanks.  A date must be filled in for each signature, as well as a typed or printed name.

In the signature block for the superintendent or chancellor of the district, the date of approval by the district governing board must be filled in.

Applications missing required signatures, or with dates or other information on this form not filled in, will be returned to be completed.

If time is short and obtaining signatures in sequence is a problem, photocopies of the signature page may be made, provided each copy shows the name of the proposed program, and signatures may be obtained on separate copies as necessary.
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	California Community Colleges


REQUEST TO ADD NEW OPTION OR CERTIFICATE WITHIN EXISTING PROGRAM TO INVENTORY

(including emphasis, concentration, specialization, strand, track, etc.)

TITLE OF NEW OPTION OR CERTIFICATE

CONTACT PERSON
TITLE OF EXISTING PROGRAM

TITLE
EXISTING PROGRAM T.O.P.
EXISTING PROGRAM UNIQUE CODE

PHONE NUMBER
COLLEGE

DISTRICT

E-MAIL ADDRESS




  CERTIFICATE
  A.A. DEGREE
 A.S. DEGREE

PROJECTED OPTION START DATE

	Recommended T.O.P. Code
	

	Units for Major—Degree
	

	Required Units—Certificate
	

	Projected Annual Completers
	


Please provide the following for all options:
1.
Statement of goals and objectives for existing program, including new option.

2.
Catalog description for existing program, including new option.

3.
Option requirements (list of required courses).

4.
Discussion of place of option in the curriculum–relation to existing program and options; relation to other programs.

5.
Course outlines (see instructions for which outlines are needed).

Provide the following for options in occupational programs:
6.
Discussion of labor market need or job availability.

7.
Recommendation of regional consortium.

Provide the following for options in transfer and general programs:
8.
Transfer documentation (evidence that option addresses requirements for an academic major at four-year institutions).

Provide the following for all options only if applicable:
9.
Discussion of background and rationale (if needed).

10.
Discussion of impact on other colleges in region (if needed).

11.
Discussion of feasibility factors (if needed).

THE CHANCELLOR'S OFFICE MAY REQUEST ADDITIONAL INFORMATION IF NEEDED BEFORE ADDING A PARTICULAR OPTION TO THE INVENTORY.

SEE REVERSE FOR SIGNATURE PAGE.

SUBMIT ONE ORIGINAL AND ONE COPY OF THIS FORM AND ALL ATTACHMENTS

REQUEST TO ADD NEW OPTION OR CERTIFICATE WITHIN EXISTING PROGRAM

REQUIRED SIGNATURES

Option or Cert.






  College  





FOR ALL OPTIONS:

Option or certificate, and courses within the option or certificate, have been approved by the curriculum committee and instructional administration, and satisfy all applicable requirements of Title 5 regulations.


DATE

SIGNATURE, CHAIR, CURRICULUM COMMITTEE


TYPED OR PRINTED NAME

DATE

SIGNATURE, CHIEF INSTRUCTIONAL OFFICER


TYPED OR PRINTED NAME


DATE

SIGNATURE, ACADEMIC SENATE PRESIDENT


TYPED OR PRINTED NAME

FOR VOCATIONAL PROGRAM OPTIONS:

Option or certificate has been reviewed by Regional Occupational Consortium, and approval was recommended on      

 (date).


DATE

SIGNATURE, CHAIR, REGIONAL CONSORTIUM


TYPED OR PRINTED NAME
COLLEGE PRESIDENT:

All provisions of Title 5, Section 55130(b) have been considered.  All factors, taken as a whole, support establishment and maintenance of the proposed instructional option or certificate.


DATE

SIGNATURE, PRESIDENT OF THE COLLEGE


TYPED OR PRINTED NAME
DISTRICT APPROVAL (check one):


On

, the governing board of 








District approved the instructional option or certificate attached to this request.


The governing board has delegated to me the authority to approve new options or certificates within existing programs, and I have approved the option or certificate attached to this request.


DATE

SIGNATURE, SUPERINTENDENT/CHANCELLOR OF DISTRICT


TYPED OR PRINTED NAME
Instructions for "Request To Add New Option or Certificate Within Existing Program to Inventory"
This form is required whenever a college wishes to add a designation within an existing program – such as option, emphasis, concentration, specialization, strand, track, etc. – which will appear on students' completion awards and/or transcripts.  Designations that will not appear on student awards or transcripts need not be submitted and will not be entered on the state Inventory of Approved and Projected Programs.

This form may also be used for:

· requesting the addition of a certificate in a program for which a degree major and/or other certificates are already approved;

· requesting the addition of a degree major in a program for which a certificate is already approved.

This form may not be used for adding a program whose primary purpose is employment preparation, when the existing program is designed exclusively for transfer preparation.  It may not be used for adding a program whose primary purpose is transfer preparation, when the existing program is designed exclusively for employment preparation.

Usually, an option or certificate may be considered within an existing program if it is appropriately classified in the identical T.O.P. code as the existing program.  (However, this does not apply to codes ending in 99 (“Other”), since these codes do not imply any commonality.)  In some instances a new option or certificate classified in a 5-digit T.O.P. subdiscipline may be considered within an existing program classified in the corresponding 4-digit T.O.P. discipline.  Please check with the Chancellor's Office if you believe that may be appropriate for your option or certificate.  If the appropriate T.O.P. classification of the new option or certificate is within a different 4-digit T.O.P. discipline, the "Application for Approval – New Occupational Program" or "Application for Approval – New Transfer Program" form should be used.

Although there is no single, objective rule to distinguish in all cases between an option and a new program, a general way of looking at the question is to apply the same criteria that one would apply for deciding whether a program has been “substantially modified” (pp. 7-8).  That is, an award is a new program, and not simply an option, if the goals and objectives of the award are substantially different from the previously approved program; or if the job categories for which completers of the award would qualify are substantially different; or if the baccalaureate major to which students would transfer is different.

Any student award that leads to a separate legally required license to practice an occupation, shall not be treated as an option, but as a new program.

Specific Instructions

Statement of goals and objectives – If there is no statement of goals and objectives for the existing program, one will need to be prepared.  At a minimum, such a statement should specify what transfer major the program prepares students for, or what specific occupation(s) it prepares students for and what main occupational competencies students will achieve.  The statement should reflect or incorporate the new option as appropriate.

Catalog description – The catalog description should be consistent with the statement of goals and objectives, and should reflect or incorporate the new option as appropriate.

Option requirements – A list should be submitted of all  courses required for completion of the program, including core requirements, restricted electives, and prerequisites.  For each course, the course number, course name, and unit value must be indicated.  The total of the unit values should be shown.  It should be clear how requirements for the new option or certificate differ from requirements for the existing program and other options.  Also show any other requirements for completion, such as internship, work experience, or examination.

Discussion of place of option in the curriculum – Briefly state how the new option will augment or replace other options or programs.  Please review the college’s existing entries on the Inventory of Approved and Projected Programs before submitting a new option or certificate.  (Request a printout from the Chancellor’s Office if necessary.)  Indicate what existing entries will need to be removed or modified to reflect program adjustments associated with the new option or new configuration of certificates.

Course outlines – Attach outlines of record for all new courses created for this option.  If this option or certificate does not include any new courses, include outlines for any two courses specifically required for this option.

Discussion of labor market need or job availability – Please indicate how the college has determined the need for the new option.  This may be through labor market statistics, employer survey, recommendations from occupational advisory committee, expressions of student interest, requests from individual employers, or other appropriate means.  Documentation of the labor market is not required to accompany this discussion, unless specifically requested by the Chancellor's Office.

Recommendation of regional consortium – Include the minutes of the Regional Occupational Consortium meeting(s) at which the option was discussed.  Highlight that portion of the minutes of the meeting in which the proposed option was recommended for approval.  If it is impossible to obtain minutes for the meeting, a letter or memo from the chair of the Regional Occupational Consortium must be included, certifying that the group recommended approval of the option, and specifying the date of the recommendation, or the signature of the chair of the consortium must be provided on the signature page.

Transfer documentation – If the new option is within a transfer program, please include specific information on the requirements for the corresponding baccalaureate degree in two or more four-year institutions to which students are most likely to transfer.  A comparison must be displayed between requirements for the community college option and lower-division requirements for the baccalaureate major.  The comparison must show that the community college option substantially satisfies the lower-division baccalaureate major requirements.

If another legitimate educational outcome, other than transfer or occupational preparation, is served by the option, please explain.

Discussion of background and rationale (if needed) – This section is only required if there are aspects of the option that need special explanation.  Provide a history of how the option came about, what is unique about it, why it is especially appropriate for the region and the college, the nature of the community support for it, and so forth.  This is a place for a college to explain special considerations and unusual circumstances.

Discussion of impact on other colleges in region (if needed) – This section is only required if the option might possibly create destructive competition with programs in other colleges.  Discuss how the college has verified that the option will not have a negative impact on similar programs and options at neighboring colleges.

Discussion of feasibility factors (if needed) – This section is only required if the option will require a substantial new investment of facilities, equipment, funding, or faculty.  Please discuss how each of these needs will be met, and how the college knows it will be able to provide the resources to continue the option.

Signature Page

The title of the proposed option or certificate must be filled in at the top of this form.

Please be sure to provide all signatures required, and to fill in all blanks.  A date must be filled in for each signature, as well as a typed or printed name.

The signature of the chair of the Regional Occupational Consortium is not always necessary on this form.  If the application includes a memo or letter from that chair indicating that the option or certificate was recommended for approval and giving the date of the recommendation, and/or if it includes a copy of minutes showing the positive recommendation, please write "See memo [or letter, or minutes] attached" in this space.

In the signature block for the superintendent or chancellor of the district, one of the two boxes must be checked: either the option has been approved by the district governing board (in this case the date of board approval must be filled in), or the superintendent or chancellor has approved the option under a delegation of authority.

Forms missing required signatures, dates or other information will be returned to be completed.

Questions?

If there are any questions about how to prepare this request for addition of a new option or certificate to the inventory, please contact the Chancellor's Office.  See Appendix E, the last page of this handbook, for contact information.
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