APPENDIX E: Checklist for Reviewing the Course Form

Use the checklist to review the currently approved course guide to determine whether the existing Course Guide is current or requires revision.

•
Course forms prepared in previous curriculum formats need not be revised simply to comply with The Curriculum Manual (2008) format. Use this Checklist for Reviewing the Course Form to determine whether the existing approved course form contains current and appropriate information.

•
As a result of a course checklist review, you may find that course and/or program revisions are necessary. Instructions and forms for course revisions are found in the “Course Approval Process” section of this manual. Instructions and forms for program revisions are found in the "Program Approval Process" of this manual.

• If no changes are recommended based on thorough course review by department faculty and advisory committee, submit current course guide with a new cover sheet and checklist.

Course Guide Reviewed: CD260
Check:  FORMCHECKBOX 
 Adoption:  FORMCHECKBOX 
 Substantive Revision

Date of Review: 2-11-10




Action:   FORMDROPDOWN 

Name of Reviewer(s): Carl Torres II
Check if information is present/sufficient/current on existing Course Guide. Make comments for necessary changes.

 FORMCHECKBOX 

I.
TYPE OF ACTION

Is the current approved Course Guide appropriate for the current stage of course development? 
Comments: yes
 FORMCHECKBOX 

II.
INTRODUCTION

Course connection to program(s):

Does the Course Guide indicate to which program(s) the course is connected? Is the program list accurate and current?

Comments: yes
 FORMCHECKBOX 

III.
STUDENT LEARNING OUTCOMES – COURSE LEVEL

Are SLOs stated, “Upon successful completion of this course, students will be able to…”


   Are there between three to five Student Learning Outcomes?

 
       Are they clearly stated?  

Comments: yes
 FORMCHECKBOX 
       IV.
RATIONALE FOR PROPOSAL

If the course is connected to a program, answer A, D and E. If this course is not connected to a program, answer A-D. Is the course a Technical Requirement or a Related Technical or General Education Requirement for a program? If it is required by a program, the course is considered to be connected to that program. If the course is connected to a program, the College has information about required resources and personnel. 

A.   Reason for proposal:

Is the course rationale based upon GCC mission and goals and occupational requirements? Is the course rationale stated in the Course Guide?

Comments: I don't think you can remove the words vocational technical and replace with career just  yet this goes against our funding appropriated through the organic act.



B.
Employment outlook:

Does the Course Guide describe the employment outlook for this occupational area? What job titles will students be qualified for upon completion of this course? What is their anticipated salary level? Are these jobs in demand on Guam? What is the future for these jobs on Guam? How many and what requirements will the students need to complete before minimal job qualification is reached?

Comments: N/A
C.
Conformity of course to requirements:

Does the Course Guide describe the conformity of the course to legal, occupational, or educational requirements? Does it describe how the course conforms to articulation agreements, State Board regulations, accrediting standards, licensing requirements, or professional certification requirements?

Comments: N/A
D.
Results of course assessment:

Does the Course Guide include assessment data supporting the requested action? Does the evaluation describe the student population enrolled, retention, and course completion; course content; resources used; etc.?

Comments: yes
E.
Program requirements:

Does the Course Guide identify GCC instructional programs that list this course as a Technical Requirement or Related Technical or General Education Requirement? Does the Course Guide state whether this course is to be listed as a general education course in the Catalog?

Comments: yes
 FORMCHECKBOX 

V.
RESOURCE REQUIREMENTS AND COSTS

A.
Identify resources:

Does the Course Guide list needed materials, media, and equipment and their costs? Equipment should be specific to that found in the occupations for which training is provided.

Comments: yes

B.  
Estimate personnel requirements:

Does the Course Guide list instructional and support personnel required to deliver this program? Are personnel qualifications described and costs listed?

Comments: yes
C.
Identify facility requirements:

Does the Course Guide describe classroom and/or laboratory stations/space required to offer this program? What are the costs?

Comments: yes
D.
Identify funding:

Does the Course Guide list the funding source(s) that will be utilized in order to deliver this program? Is funding for personnel, facility, supplies, equipment, etc. listed and adequate?

Comments: yes
E.
Impact on School and College:

Does the Course Guide document describe the potential impact of the course on School and College resources? 

Comments: yes
 FORMCHECKBOX 

VI.
IMPLEMENTATION SCHEDULE

A.
Implementation date:

Does the Course Guide project the date that this course will be offered for the first time?

Comments: yes
B.
Course Offering

Does the Course Guide state the semester and years that the course will be regularly scheduled?

Comments: yes
 FORMCHECKBOX 

VII.
COURSE DESCRIPTION

A.
Course:

Does the Course Guide include the correct course alpha and number?

Comments: yes
B.
Course title(s):

Is the course title clear and appropriate? If the course title is longer than 20 characters, does the Course Guide also include a title that is a maximum of 20 characters? 

Comments: yes
C.
Contact hours and Number of Students:

Does the Course Guide state the appropriate number of student contact hours required for this course? These hours refer only to the hours that the student is expected to be in class (outside study time is not included).  Does the course guide state the maximum number of students to be enrolled per class?

Comments: yes
D.
Number/type of credits:

Does the Course Guide include the number and type of credits that the student will receive upon successful completion of the course? 

Comments: yes
E.
Catalog description:

Does the catalog description include SLOs – Course Level (as stated in Section III.) in addition to the course description?

Is the course description the same as the one printed in the current Catalog? Is it clearly written, informative, and inviting? 


       Comments: yes
F.
Prerequisite(s):

Does the Course Guide list and describe any prerequisites required for this course? Are prerequisite(s) appropriate, clearly stated? 

Comments: yes
G.
Co-requisite(s):

Does the Course Guide list and describe any co-requisites required for this course? Are co-requisites appropriate and clearly stated?

Comments: none 
H.
Articulation:

Does the Course Guide describe any articulation agreements relating to this course that have been made or are anticipated? What articulation benefits can a student expect after completing this course? Is the course currently on the articulation list for transfer to UOG? Does the course articulate with GPSS or GCC satellite courses? Does it articulate with other GCC programs or courses?

Comments: none
I.
Target population:

Does the Course Guide describe the target population for course enrollment?

Comments: yes
J.
Cost to students:

Does the Course Guide include an estimate of course costs to the student? Does the list of charges include those which are directly related to the course: course tuition, GCC administrative fees, lab and/or clinical fees, textbook costs, instructional supplies to be purchased by the student, costs of standardized exams, etc.?  Is any required lab fee adequate?  Are textbook costs appropriate to the course?

Comments: yes
 FORMCHECKBOX 

VIII.
 COURSE DESIGN

Does the Course Guide include a detailed description of the course design? Is information provided that the instructor will need in order to organize and teach the course? Are recommended instructional methods described? Are required instructional supplies and equipment listed (with an explanation of how the instructor will obtain them)? Are departmental policies the faculty member must know about in order to teach the course described? Does the design include information about how this course relates to other courses in a program? Does the design reflect instructional methods that are gender free?

Comments: yes
 FORMCHECKBOX 

IX.
COURSE OUTLINE

Does the Course Guide include a course outline? Is the outline clearly written and detailed enough to provide the instructor with course information? Is the numbering system used consistent with course competencies?

Comments: yes
 FORMCHECKBOX 

X.
STUDENT LEARNING OUTCOMES – DETAILED

Does the Course Guide list student learning outcomes? Every outcome should have a corresponding entry in the course outline. Are outcomes clearly written and include the following elements a description of instruction or experience to meet the competency?

Are outcomes: 

· developed from course goals, advisory committee recommendations, curriculum guides, courses of study, and other professional resources?

· Reflective of SCANS initiatives (see Appendix D)?

· gender free?

· student-focused rather than instructor-focused?

· focused on the learning resulting from an activity rather than on the activity itself?

· reflective of the institution’s mission and the values it represents.

· aligned at the course, program and institutional levels.

· based on professional standards of excellence.

· general enough to capture important learning but clear and specific enough to be measurable.

· focused on aspects of learning that will develop and endure but that can be assessed in some form now.

· based on industry standards.

· adequate to prepare students for employment or for continuing educational experiences.

· reflective of the students’ abilities in the safe and proper use of tools, equipment, machines, and processes. 

· state-of-the-art for the occupational area and include technology-based components.

· reflective of vocational activities that are appropriate to the maturity and educational level of students in the class.

Comments: yes
 FORMCHECKBOX 

XI.
MEANS OF ASSESSMENT AND CRITERIA FOR SUCCESS

Does the Course Guide describe the evaluation method to be used for this course? Are there departmental evaluation standards that the instructor must follow? Does the evaluation system comply with outcome-based learning? Will instructors develop their own course evaluation criteria, weighing system, and procedures, or will the department prescribe guidance?

Comments: yes
 FORMCHECKBOX 

XII.
TEXTBOOK REFERENCE, EQUIPMENT, AND SUPPLIES

A.
Required Textbook(s):

Does the Course Guide list the required textbook for the course? Does the textbook reference include the complete citation in correct bibliographical form? The ISBN number must be added. Is the phrase "or latest edition" included; it may allow your department to order newer editions of the textbook without submitting a nonsubstantive revision form? Are supplemental student references also listed?

Comments: yes
B.
Reference(s) and Bibliography:

Does the Course Guide list instructional references to be used by the instructor and provide a bibliography for future study by students?

Comments: yes 

C.
Equipment/Facilities:

Does the Course Guide list necessary equipment or specialized facilities needed for the course?

Comments: N/A
D.
Instructional Supplies:

Does the Course Guide list required teaching supplies? It is not necessary to list regular teaching supplies, e.g., chalk, pens, paper, etc. Does the Course Guide specify whether the student provides the items?

Comments: N/A
E. Did the author indicate whether or not an Advisory Committee reviewed and concurred with the materials used for this course? If not, has another faculty other than author reviewed course textbook and materials?

Comments: yes
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